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FORD MOTOR COMPANY STUDY 


INDICATES THAT XEROGRAPHY SPEEDS 
DUPLICATING INTERNAL OFFICE FORMS..,, 
CUTS COSTS! 


=> —= ae a Ford reports a total cost of 37c for 

aa ; — first run-off copy from an offset 
master made by xerography com- 
pared with $3.12 for same copy 
made from a zinc plate. 
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Haloid's XeroX Copying Equipment is easy to operate. An offset paper 


master can be reproduced directly from original material by xerog- : a 4 “i mS a 
raphy in about 3 minutes. —— iti 
New forms are born every doy at Ford. The XeroX-Multilith combina- A> 


tion is the world's fastest method of duplicating existing original 
forms and documents. 


XEROX* Copying Equipment 


As part of an extensive study of all duplicating proc- 
esses by the Central office of Ford Motor Company, it 
has been indicated that offset paper masters prepared 
by the xerography process instead of by conventional 
methods, will save time and money. In revising an of- 
fice form, a test showed that from final drafting board 
copy to the first run off copy from an offset master is a 
matter of minutes at an approximate total cost of 37c, 
including materials, labor and overhead. This com- 
pared with a cost of $3.12 for the first copy from 
zinc plates which otherwise might be required. Test 
runs up to 20,000 have been run from one XeroX 
Master. 


\ HaLolD 


Pie co - eocut 


Save time, money, materials. Your existing office 
or factory forms, drawings, etc., can be reproduced on 
a paper master plate by xerography; and multiple 
copies can be run off on an offset process duplicator 
... all within three minutes. 

Xerography, the new, dry, electrical process, copies 
on to an offset paper master plate anything written, 
typed, printed or drawn. It's a direct positive process; 
no negative is required. It's quick, economical, clean 
...no chemicals, fumes or odors. 

Cut costs. Speed the flow of paper work. Break the 
bottleneck of delays. Get the facts about the amazing 


xerography process. 
*A Trade Mark of The Haloid Company 


Write today for money saving case histories and 
further details about XeroX Copying Equipment. 


THE HALOID COMPANY 


52-192 HALOID ST., ROCHESTER 3, N. Y. 


BRANCH OFFICES IN PRINCIPAL CITIES 
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If this reminds you 
of your office, 


it’s time you saw 


the dealer who features 


ffice } 
don 
tiple 
cator 
. Personnel turnover, morale and efficiency are usually directly in- 
pies fluenced by surroundings. Your Steelcase dealer is a specialist on 
itten, office planning and layout. He not only will provide you with the 
cette last word in attractive, efficient office furniture, but he will develop 
; for you a Steelcase engineered office plan to speed and simplify work 
clean flow, increase efficiency, boost morale. Steelcase units are engineered 
with standardized, interchangeable parts to give you the conveni- 
k the ence and flexibility that saves you time, space and money. And 
: Steelcase furniture is beautiful in smart, modern colors, new metallic 
IZING finishes and matching upholstery and tops. Why not consult your 
Steelcase dealer today and see how economically you can receive 
>mpany the benefits of a completely modernized office. 
Voy Look for Steelcase in the classified 
' section of your telephone directory. 
y. For new ideas in office planning, write for “Tooling Up Your Office’’ STEELCASE 


” a 


Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan ; 
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EVER WALK into a good-looking executive office and secretly /~f/) — 
wish you had one like it? An office that’s efficiently laid out and - 
smart in appearance seems to say “We're successful”. 


Actually, such offices are good investments in both prestige 
and increased working efficiency. For many years, Macey- 
Fowler have been creating fine executive offices for both 
small organizations and the country’s largest corporations. 
Why not discuss your problem with us—or, better yet, visit 
our new showrooms where you can see “your future 
office” in our “model room” displays. 


If you can’t visit us in person, we'll be glad to send you 
our handsome illustrated catalog and brochure of model 
offices. Address your inquiries to 


Macew- fowler 


7 INCORPORATED 
+4 : 305 EAST 63rd STREET © tempicton 8-3900 «+ NEW YORK 21 
‘= Fine Executive Furniture in Both Wood and Steel 


— 
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~- Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor oj the “Office of the Year” Awards 


Fading Abacus 


‘AS long as our office has operated in 
japan, our stiffest competition has 
ome from an antiquated arrange- 
ment of beads and wires, small 
nough to be carried in somebody's 
iefcase”’, says J. Yamamoto, dealer 
o Monroe Calculating Machine Co. 
in Tokyo, reporting on a recent can- 
ass among office machine dealers in 
hat city. Now, according to these 
ealers, the abacus (“soroban” to the 
apanese) is slowly losing out to cal- 
ulating machines. 

Cheap and fast—in a widely-publi- 
id contest between soroban and 
leetric calculating machine right af- 
er the war, the soroban excelled in 
peed and accuracy in everything but 
ultiplication—the ancient device is 
ing pushed to the wall by a com- 
ination of inflation and the availa- 
ility of modern machines. 

The price of the soroban has gone 
pand it still takes up to thirty years 
0 become an expert in its operation 
a training period Japanese boys 
girls cannot afford to embark on 
nthe face of the high cost of living. 
Besides, the huge figures of an era 
inflation are not as easily handled 
the figures of yesteryear! 
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fact totem 


If your records have been piling up — 
spiraling into a confused mass of un- 
related data, a nightmare of mislaid and 
pigeon-holed facts. If you wake up 
screaming for lack of organization .. . 
you'll certainly welcome the relief you'll 
get from VUE-FAX VERTICAL 
VISIBLE RECORD SYSTEMS .. . 


VUE-FAX Gives You All The 
Facts Your Office Needs — And 
Keeps Them In Sight — Always! 


Do You Know? 


VUE-FAX is guaranteed to out-perform 
any other type of record keeping system, 
and meets the needs of any industry! It 
takes up 1/6 the floor space, costs 1/6 the 
price of outmoded tray visibles. VUE-FAX 
is the only type of visible system adaptable 
to both machine and hand posting. Facts 
are yours through three separate margins 
—Horizontal, Diagonal and Vertical, mak- 
ing it unnecessary to interpret figures 
through signals! 


Amazing Flexibility! 


VUE-FAX meets changing business re- 
quirements. You can alter the size and 
type of card, and the card stock without 
buying a new system. Only VUE-FAX 


has all these features! 


Cuts Costs! 


That's what they found out at Ford 
Motors, U. 5. Rubber and many other 
large and small companies . . . VUE- 
FAX gives you faster reference, faster 
posting—with less personnel! 


— 


WRITE TODAY FOR FULL 
INFORMATION ON HOW VUE-FAX 
CAN BENEFIT YOUR BUSINESS! 


FAST FACTS with VUE-FAX 


Veta 


fe CORPORATION 
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2 Distributors In All Principal Cities 
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SEES MANPOWER SAVINGS 
IN CLERICAL WORK STUDY 


Rich “paydirt’ can be sifted from 
the mountains of paper work jp 
American business. Substantial map 
power and cost savings can be achieved 
through measurement of the work out 
put of office workers, sometimes coy 
pled with incentive pay plans. 

Richard F. Neuschel, associate man- 
ager of McKinsey & Co., New York, 
management consultants, made this re. 
port in an address recently before 
the National Association of Cost Ac 
countants in Boston. 

“Actually, there is little specific 
knowledge as to how many persons 
are needed to run an office,” Mr. Neu 
schel said. “In our studies we haye 
found that the cost of preparing a pay- 
roll check may vary from 30 cents to 
$1.00 and the cost of issuing a pur- 
chase order may run from $1.50 to $6” 

Mr. Neuschel pointed out that -appli- 
cation of scientific management tech- 
niques has become commonplace in 
factories since its beginning over forty 
years ago. But he indicated his agree- 
ment with other management authori- 
ties that “thinking in the office is twen- 
ty years behind the rest of the busi- 
ness.” 

However, before work measurement 
becomes practical, Mr. Neuschel ad- 
vised these three steps: 

1. Make a critical re-evaluation of 
existing activities to eliminate all un- 
profitable or marginal work. 

2. Analyze the policies, organization 
structure, and other factors affecting 
the complexity or volume of work. 

3. Select the best manual or me- 
chanical method of doing the essential 
work. 

Such a study may turn up some 
rather surprising situations such as 
that uncovered in one mail order con- 
cern, said Mr. Neuschel. Despite warn- 
ings of disaster, this firm decided to 
destroy all correspondence, shipping 
papers and other documents associated 
with an order as soon as it was filled. 
A careful study over an extended per- 
iod proved that the cost of filing and 
keeping the mass of records discarded 
was greater than any losses that would 
result from not retaining positive evi 
dence of shipment. 

Among the more important results 
found by those companies now Ppi0- 
neering in office work measurement are 
that worker morale improves because 
of more equitable distribution of the 
work load and that such measurement 
provides a method for determining st- 
pervisory effectiveness, Mr. Neuschel 
concluded. 


AVIATION INDUSTRY 
UTILIZES AUDOGRAPH 
The Gray Mfg. Company, Hartford, 
Conn., has just completed a_ survey 
showing that the aviation industry has 
devised six specialized uses for elec- 
tronic dictating equipment, in addition 
to conventional office dictation. 
(To page 9) 
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No two top-notch administrators look alike .. . 
dress alike ... work alike. But when you see a 
man who fits a certain pattern, the chances. are 
you're looking at a good executive. Here are 
some ways to spot him: 


l. He likes to use other men’s heads as well as 


' his own... 


2. Gets a kick out of accomplishment... 


3. He knows how to pass the ball to his sub- 
ordinates... 


WAYS TO RECOGNIZE 
A GOOD EXECUTIVE 


4. He keeps several pots boiling at once without 

confusion .. . 

5. Has an office that helps him do all these 
things better... 

“Y and E” equipment does two things for an 
executive: 1. Gives him an office that looks 
attractive. 2. An office that makes it easier to be 
efficient. Both are important—one helps him sell 
himself and his ideas; the other helps him get 
things done. 

“Y and E” offices are designed for success. 


>) Alto Makers of Quality Filing Systems and Supplies 


F 


IN THE NATION'S 
LEADING OFFICES Ess 


“SINEE 1880 a =6YAWMAN»?FRBE MFG.(O. 


1045 JAY STREET + ROCHESTER 3,N.Y., U.S.A. 
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NAMES IN INDUSTRY.... 
CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect 
to pay for one fountain pen set. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridium tipped points 
and each point is tested 
and approved at factory 
Jor writeability. 


MORRISET — the constant flowing, all- ome 
round writing implement that holds a full —> 
2% ounces of ink for months of writing se 
without refill. Your choice of five quickly — 
replaceable “thread-in” points—extra fine, 
fine, medium, broad, stub. oo 

‘ INE 

oo 

pert M.[lorris co. (a 


In Canada: McFarlane Son & Hodsen, Ltd., Montreal, Que. 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 


Dept. OM-4, 8651 West Third Street 
Los Angeles 48, California 


OFFICE MANAGEMENT AND EQUIPMENT 


FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-in” point 
section. A real time and 
money saver in any office. 


BOOK ENDS — at last= 
inexpensive book ends 
to match modern office 
furniture. 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops a 
paper is used, or standard 
box style. 


LETTER TRAY — strong two 
point suspension allows at- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per 
fect for any desk or com 
ference table. 
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In a report released by the com- 
pany’s president, Walter E. Ditmars, it 
was shown that airlines, aircraft manu- 
facturers, air ports and the United 
States Air Force have found the Gray 
Audograph Electronic Soundwriter 
particularly adaptable for: recording of 
flight control tower communications; 
in-flight dictation; test-flight perform- 
ance reporting; aerial survey report- 
ing; telephone reservation order re- 
cording; and sales training. 

Continuous recording of flight con- 
trol tower communications with in- 
coming and outgoing planes was ori- 
ginated by the Army Air Force and 


Noted 
Bourke White uses a Gray Audo- 


photographer Margaret 
graph aboard Pan American 
World Airways New York to Paris 
“President Special’ flight, as ex- 
periment in extra passenger ser- 
vice. 


has been adapted by many commercial 
and municipal airfields. Gray Audo- 
graphs installed in the control tower of 
the Hartford, Conn. airport, for exam- 
ple, records the two-way radio conver- 
sations between control tower person- 
nel and pilots. These records provide 
permanent reference evidence as to 
who was at fault in cases of emer- 
gency. 

In-flight dictating is gaining wide- 
spread popularity in private and com- 
pany-owned planes. Because the Gray 
Audograph is designed to operate effi- 
ciently in any position without being 
affected by rocking, bumps, etc., many 
executives have had the equipment in- 
stalled in company planes to enable 
them to catch up on business corre- 
spondence while en route to distant 
places. Among the organizations which 
have installed Audograph equipment 
in their company planes for regular in- 
flight dictation are: Rice Barton Corp. 
Worcester, Mass.; Minneapolis-Honey- 
well Regulator Co., Minneapolis, 
Minn.; Krafco Container Corp., San 
Antonio, Tex.; Fram Corp., East 
Providence, R. I.; Western Cartridge 
Co., East Alton, Ill.; Slick-Urschel Oil 
Co., San Antonio, Tex. 


Pan-American World Airways re- 
cently conducted a successful experi- 
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Model 17-A COSCO Executive Chair: All- 
steel, saddle-shaped, revolving seat 
cushioned with Firestone Foamex or foam 
rubber latex; Tufflex-padded backrest 
curves two ways. Du Pont ‘‘Fabrilite’”’ 
upholstery—green, brown, maroon, or 
gray. Bonderized, baked-on enamel finish 
—gray, brown, or green. Exclusive 
“Finger-Lift” height adjustment; soft 
rubber casters, lifetime-lubricated. $48.45 
($50.95*). In armless model (17-T), 
$43.95 ($45.95*). 


ae 


a wi : 


i) » 


MODEL 20-A 


*Prices in Florida, Texas and 11 Western 
states. 


Office Chairs 


Also makers of COSCO Household 
Stools, Chairs and Utility Tables 


ite 
es 


6 Easy Adjustments 


—without tools 
1. For height 4For'height 
of seat. of backrest. 
2. For depth 5.For angle 
of seat. of backrest. 


6For tension 
of tilt action. 


3. For slope 
of seat. 


Model 16-S Secretarial Chair, spring-tension 
back, $31.95 ($33.45*); Model 16-F, fixed 
back, $29.95 ($31.25*). 


Model 20-A “Form-Fit” Side Chair, with arms, 
$29.95 ($31.25*); Model 20-L, armless, $23.95 
($25.25*). 
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Clip this coupon and mail today to 


HAMILTON MANUFACTURING CORPORATION 
D4 COLUMBUS, INDIANA 
Gentlemen: 

Please send me, without obligation, the fol- 
lowing information on COSCO Office Chairs: 
( ) Name of nearest dealer. 

( ) Complete catalog. 
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ment on in-flight dictation by ‘install- 
ing Audograph equipment in their 
Presidential Flight from New York to 
Paris as a special service to passengers 
(See illustration). Reactions to this 
plan from busy executives, who availed 
themselves of the equipment, were ex- 
tremely favorable. 

In many instances the equipment 
has been used to record experimental 
flight data for testing new equipment 
and new planes. A lapel microphone, 
attached to the test pilot’s flying 
jacket, makes it possible for him to 
record his findings, leaving his hands 
free to work the controls while his 
soundwriter continually records. Boe- 
ing Airplane Co. and Beech Aircraft 
Corp. have, on occasion, used this sys- 
tem successfully. 


Several helicopter services are also 
taking advantage of the Audograph by 
recording special aerial checking jobs. 
Pilots of the Arizona Helicopter Ser- 
vice, Phoenix, Ariz., for example, rec- 
ord their findings during aerial tele- 
phone power line checks into the Au- 
dograph lapel microphone. The New 
England Helicopter Service, Hills- 
grove, R. IL. has the equipment in- 
stalled in their craft also. 

Trans World Airlines, in their New 
York office, have put Gray’s equipment 
to dual use by recording telephone 
reservation orders. This provides a 
permanent and.exact check of reserva- 
tion orders, and helps avoid error. The 
Audographed telephone conversations 
are also used by TWA in their regular 
sales training program to show person- 


Where to buy Quality... 


in boxed typewriter papers 
and other office supplies 


You can be certain that the stationer who displays 


the seal of an Authorized Neenah Dealer sells quality merchan- 


- 


dise. Neenah boxed typewriter papers are the finest quality made 
in America containing from 25% to 100% cotton fibers, tub 
sized, air dried, and specially finished to give the finest writing 


and typing surface. 


The stationer who sells this finer paper has a quality trade 
and deals in quality products. Make him your source for better 


office supplies. 


NEENAH BOXED TYPEWRITER PAPERS 
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Neenah, 


(LLL 


Neenah Paper Company 
NEENAH, WISCONSIN 


nel the “do’s” and “don’ts” in taking 
orders and arranging reservations over 
the phone. 

Other airlines and government agen- 
cies which use the Gray Audograph 
equipment for conventional office use, 
recording experimental flight data or 
in-flight dictation include: Trans Con- 
tinental and Western Airlines in New 
York City; American Airlines in New 
York City, Los Angeles and Boston; 
United Air Lines in Denver and Cleve- 
land; National Flying Farmers Asso- 
ciation, Stillwater, Okla.; TVA, Chat- 
tanooga, Tenn.; and the United States 
Department of the Interior, Bureau of 
Reclamation, Denver, Colo. 


BETTER UTILIZATION OF 
OFFICE SPACE NEEDED 

On the basis of several years o2f 
study and thousands of miles of travel, 
a recognized authority told the Na- 
tional Office Management Association 
recently that efficiency and production 
can be increased enormously by better 
utilization of office space. 

Elmer G. Rahe, vice-president in 
charge. of sales, Globe-Wernicke Co., 
Cincinnati, before N.O.M.A.’s Finger 
Lakes Chapter, presented more than a 
score of suggestions for a typical office 
to remove, he said, the factors which 
result in lost time, inefficiency and un- 
pleasant working conditions. 

Recommending “thorough and real- 
istic examination” of existing office 
conditions, the Globe-Wernicke execu- 
tive said this should be followed by a 
preliminary survey which is “some- 
thing like the doctor’s examination on 
which he bases his endeavors to find 
the root of the trouble. 

“Offices are not born, ready-organ- 
ized like the human system,” he con- 
tinued. “They reach proper organiza- 
tion either by trial and error, an ex- 
pensive. method, or by experienced 
planning, the short-cut, direct-action 
way.” 

Among the principal existing faults 
in most office arrangements, said Mr. 
Rahe, are gaps in the flow of work be- 
cause it fails to go smoothly from one 
operation to another, and inadequate 
or improper equipment, evidenced by 
overcrowding of files, work piling up 
at desks, time misspent on searching 
for papers and piling of papers on 
available places. 

Other faults are improper arrange- 
ment of space, improper lighting or 
color scheme and lack of noise control. 

An analysis of trouble spots should 
list each by its individual classification, 
according to Mr. Rahe. Typically, he 
named ones which can be corrected by 
arranging a “straight line” flow of 
work, by providing proper equipment, 
by provision for adequate main and 
secondary aisles, and others. 


Systems and Procedures Association 
of America will hold its Fifth Annual 
International Systems Meeting at the 
Hotel Roosevelt, New York, October 


20-22. 
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Now available for all business machines , 
in every price range! ; 


Bisieceghs ‘supplies help offices: # Where machin 
are using more supplies than they should. ” W 
letters and reports are not always clean and clear- 
not give a true picture of the men and company ¥ 
sign them. # Where the carbon paper now & 
does not provide enough good copies at one writ) § 
y Where machine operators seem unable to turn} 

the quantity and quality of work expected from th 
valuable machines. : 


Burroughs supplies are sold exclusively 
Burroughs service representatives. And every item 
is guaranteed by Burroughs to do its job as you m 
it done! %. 

Your office can test these supplies easily and y 
out obligation. Just call your local Burroughs offiegy 
write “Burroughs Adding Machine Company (Sé& 
Division), 6071 Second Ave., Detroit 32, Micha 
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PLATEN RESTORER e Use on pitted or slippery platens. Produces 4 
new velvet-like surface, enlivens rubber. Helps save carbon, copy paper, | 
ribbons. Handy four-ounce size, complete with applicator kit. 


SOFT TOUCH CUSHION KEYTOPS e These keytop cushions 
step up the efficiency of busy fingers. They do away with broken finger- 
nails, sore fingertips from typing. Eliminate keyboard glare. Inset 
lettering does not wear off. Guaranteed one year. 


PROTECTIVE MACHINE HOODS e Keep dust and moisture from 
precision parts of valuable machines. Made of flame-resistant Vinyl 
Plastic. & 


All available from your Burroughs Service Representative! 


a ey 


Other Burroughs supplies include: Roll Paper, plain or carbonized; 
Journal Sheets; Hectograph Master Sets; Spirit Duplicator Fluid; 


(lean ( op) Autographic Register Rolls; Base-of-Felt Machine Pads. 


Samples, Prices, and Quantity Discounts on Request 
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WHEREVER THERE'S BUSINESS THERE'S 


- Burroughs 
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New Standard In Economy 
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see inside 


es al ee one? 


\ Me wants to help vou 


... and he can 


Fe there’s not a business office he cannot help. 


He is the Burroughs Service Representative. His main job is 
helping Burroughs Business Machines please their users . . . keeping 
them in condition to turn out amazing amounts of work, perfect 


work, at a low cost. 


HE HAS A NEW TOOL... 


And now, to help him do that job, he has a new tool. It’s his 
unique new line of supplies for business machines. Not ordinary 
supplies, but supplies which Burroughs can guarantee as surely as 


it guarantees its world-famous machines. 


WHETHER OR NOT YOU USE BURROUGHS MACHINES... 


And whether or not you use Burroughs Machines, you can 


get these superb supplies for the machines in your office. 


You can get them for your typewriters, your adding machines, 


your accounting machines, all your other business machines. 


See why these new Burroughs Supplies actually are superior. 


See why it would be a mistake not to try them in your office. 


Burroughs 


OFFICES IN PRINCIPAL CITIES 
DETROIT 32 © MICHIGAN 
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BOOKS AND PAMPHLETS 


_——_— 


“How to Have Comfort From Mov- 
ing Air” is the title of the 1952 edi- 
tion buying guide produced with the 
cooperation of the named manufac- 
turers by The Torrington Mfg. Co., 
Torrington, Conn. The 200-page book, 
which sells for 50 cents, covers air cir- 


ay 


culators, air dehumidifiers, air deodor- 
izers, attic fans, auto air conditioners, 
bathroom ventilators, elevator ventila- 
ors, evaporative air coolers, exhaust 
fans, kitchen ventilators, roof ventila- 
tors, room air conditioners, small fans 
and blowers and window ventilators. 
Other subjects featured include auto 
heating systems, central heating sys- 
tems, floor furnaces, home heaters, oil 
burners, portable heaters, room heat- 
ers, unit heaters, clothes dryers, farm 
ventilators, refrigerated display cases. 


Two new booklets in the office man- 
agement series, No. 129 and No. 130, 
have been published by the American 
Management Association, 330 W. 42nd 
St. New York. No. 129 is titled “Solv- 
ing Office Staffing Problems: Some 
Current Approaches.” No. 130 is titled 
“Planning and Controls for Office Effi- 
ciency. ’ The booklets are sold at $1 
for members; $1.25 for non-members. 


A new 12-page, two-color bulletin, 
“The Why, When and How of Mod- 
ern Lighting Maintenance,” is now 
available from the Lighting Division 
of Sylvania Electric Products, Inc., 60 
Boston St., Salem, Mass. Emphasizing 
the high cost of poor lighting mainten- 
ance standards, the bulletin stresses 
that planned maintenance of both light 
Sources and reflecting surfaces saves 
costly time and useful light. 

An eight-step program of planned 
fluorescent lighting maintenance is fea- 
tured in the bulletin. 


A new 8-page, two-color booklet de- 
scribing the Bruning Copyflex process 
has been issued by the Charles Brun- 
ing Co., Teterboro, N. J. The process 
is described in detail in both text and 
photographs. Copies may be obtained 
by writing to the company, specifying 


Booklet A-2008. 
April, 1952 


A new booklet explaining the care 
and maintenance of movable partitions 
is available from the E. F. Hauserman 
Co., Cleveland, Ohio, manufacturers of 
movable interiors. 


The 10-page booklet is designed to 
familiarize building owners, supervis- 
ory maintenance personnel and elec- 
tricians with the methods of cleaning 
movable partitions, servicing the wir- 
ing, and the hanging of pictures, maps 


and charts. 


A 1952 postal rate chart prepared by 
Commercial Controls Corp., 3 Leigh- 
ton Ave., Rochester 2, N. Y., showing 
new raies and limitations, is now avail- 
able. 

In addition to the comprehensive 
sections covering surface and air par- 
cel post, tne chart includes detailed in- 
formatiun on first, second and third 
class; special delivery; special han- 
dling; registered, surcharges; insured 
and C.O.UV. rates. Charts may be ob- 
tained from the company. 
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“MR. BOTT, DON’T BLAME ME! IT’S THE SYSTEM” 
This employer of the gay nineties is impatient with his bookkeeping methods. 
He wants monthly reports of his business and because they are slow in reaching 
his desk, he is taking it out on his employee. 


PITY THE MAN ... 


The poor bookkeeper is trying to explain that it all takes time .. . that another 
man could work no faster, could do no more in ten hours than he does... . 
that the system is slow. 

In those days, bills were all figured mentally and written in ink. Entries were 
made by hand in bound journals and ledgers, and every figure had to be double 
dundee for accuracy. 

Invoices for merchandise purchased, bank statements, freight bills—all were 
— days late in arriving, because other offices followed the same slow pro- 
cedures. 

How different for Mr. Bott, had he lived today. He would have enjoyed rapid 
mechanical accounting methods, with Tarco efficiency forms in Tarco flexible- 
chain post binders. He would know the status of his business not every month 
or every week, but every day. 

If you are not familiar with the Tarco line, send tor illustrated catalog listing 
240 different forms, also binders and other auditing aids. Then—should you 
require special forms, we custom-print them to your exact specifications. 


Write for Catalog F-1 today. 


TALLMAN ROBBINS & C@ 


Tarco Better Business Forms, Binders and Co-ordinated Filing 
Equipment since 1912 


326 W. Superior St., Chicago 10, Illinois 
New York @ Kansas City @ Indianapolis @ Tulsa @ Wichita e Washington 


Consult your 
Public Account- 
ant about the 
best Forms for 
your Business. 


OFFICE MANAGEMENT AND EQUIPMENT is. 
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~CHOOSE 


THE RIGHT POINT FOR THE WAY YOU WRITE 


@ Finger grip never 


TO SELECT OR — /  teuches ink. No 

REPLACE... HERE 

ALL YOU DO { / chance for ink to 
¢ touch you. 


» “Ink-Locked” against 
Fa accidental spillage. 
“  .. Can't leak. Won't 
flood. As easy to 
clean as a saucer. 


a Base holds 40 times 
more ink than ordi- 
nary fountain pen 
desk sets. 


Single and double sets in 
“‘service’’ and “‘executive”’ 
models to harmonize with 
any desk. 


ASK FOR A DEMONSTRATION AT ANY PEN COUNTER 


Gsterbrook 


444 DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
THE ESTERBROOK PEN COMPANY OF CANADA, Lid., 92 FLEET ST., EAST; TORONTO, ONTARIO 


COPYRIGHT 1952, THE ESTERBROOK PEN COMPANY 
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ASSOCIATION NEWS 


<< 


The National Office Manag 
Association, York Chapter, York, Pa, 
held a dinner-meeting on March 10 at 
the Yorktowne Hotel, when “Guidance 
and Aptitude Testing” was discussed 
The speaker was Dr. A. G. Breiden. 
stine, dean of Franklin and Marshall 
College, Lancaster, Pa. Robert P 
Leister, office manager, Campbell 
Chain Co., York,. Pa., was in charge of 
arrangements and was _ discussion 
leader. 


Records Management Association of 
Chicago met on March 11 in Charter 
Hall of the Chicago Bar Association 
for its annual spring dinner. Dr. Rus. 
sell Cansler, of the evening division, 
School of Commerce, Northwestern 
University, spoke on “Signposts 
Toward Better Training and Person- 
nel Selection.” 

Among the guests were Clarence 
Carey, principal of Jones Commercial 
High School, and the two Jones’ pu- 
pils who recently won a scholarship 
contest for the best essay on “Why I 
Am Interested In Filing As a Career,” 
They were Miss Valerie Lay, first 
place, and Miss Darlene Lorenz, sec- 
ond place. 


Office Executives Association of 
New York had 140 members and 
guests at its February 20 meeting to 
hear David H. Fulton, assistant treas- 
urer of Eastman Kodak Co., Roches- 
ter, N. Y., speak on “A Development 
and Training Program for Office Su- 
pervisors.” A series of slides was used 
to illustrate the discussion and make 
clear how the program works. 

Before the end of the meeting, 
Windsor Frost, convention manager 
for the United States Travel Agency, 
showed two color films on “Yosemite 
National Park” and “Shining Moun- 
tain,” to whet OEA appetites for the 
May trip to the San Francisco con- 
ference. 

Instead of the usual luncheon meet- 
ing on March 5, trips through the re- 
production departments of two mem- 
ber companies were organized. One- 
hundred-and-five members and guests 
got a look at the development and 
training program for office supervisors 
at Shell Oil Co., while forty-five more 
were conducted through that depart- 
ment of Consolidated Edison Co. 


At the conclusion of the special 
meeting of the steering committee of 
the National Machine Accoutants As- 
sociation, plans for the 1952 Conven- 
tion were announced. The first annual 
convention of this association will be 
held on June 1920-21 at Minneapolis, 
Minn. 

It is expected that 1,000 people en- 
gaged in machine accounting will at 
tend this first convention in Minne- 
apolis. The general program will pre 
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Kock a-File. 


». eller Gays! 
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MODULAR 


Now it’s a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
—desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 
age cabinet—in wood or steel construction— 


For complete details, write today for eatalog and price list. 


OFFICE MANAGEMENT AND EQUIPMENT 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement—making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 
Specialists to the Stationer since 1903 
35 East Wacker Drive Chicago 1, 
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Here’s a desk that gives impressive dignity to any executive office, and at the 

same time provides ample, comfortable working area for a staff conference 

eliminating separate conference room. 

Its big, beautiful top provides a working space approximately seven 

feet by four feet . . . including a 9” overhang on three sides for leg 

comfort when used for conferences. 

This desk headlines a complete group of matching, functionally 
styled office pieces. Ask to see “Wiltshire Modern 

by Imperial’ at your dealer's . . . NOW! 


we) 
WRITE FOR: 
Office planning guide, featuring furniture 
cut-outs, floor graph, and decorating hints. 


LET US TELL YOU WHERE TO GET IT 


Whenever you are in need of any type or brand of office equipment, commer- 

cial stationery or maintenance supplies which your regular source of supply 

cannot satisfy, call on the Subscribers Information Department of OFFICE 

MANAGEMENT AND EQUIPMENT for assistance. 

We maintain a permanent staff in our Directory Department—a staff that 

works all year long correcting lists of manufacturers, distributors, classes of 

merchandise and trade names, keeping records up-to-date to serve you with 

dispatch and efficiency. 

Daily, we receive phone calls and letters from office management executives 

all over the country who are in search of the best sources of supply for in- 
oe, Pieces of equipment of large quantities of office supplies, furniture 

and appliances. 

Ask us to help you solve your office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT AND EQUIPMENT 


212 Fifth Avenue Phone MUrray Hill 9-44l1 New York 10, N. Y. 
pee” Tn TN 
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BURROUGHS and NATIONAL 
CASH REGISTER 
“ll late Models BOOKKEEPING EQUIPMENT 


= 8 Burroughs Billing Machines Style 720613—A928, to 970,000 Series 
4 4 Accounting ” Style 780678—A927, to 940, 000 (” 
= 6 wi Unit Creating” Style 251700—A938, to 952, 000” 
= 6 4s Cash Teller ” Style 1010361—A893,000 & B84,000 8 
= 3NCR Accounting ” Model 30612 (124-2X) 3-57000 ” 


Bids are returnable on or before April 18, 1952 


THE PORT OF NEW YORK AUTHORITY 


Department of Purchase and Special Services 
111—8th Avenue New York Ii, N. Y. ALgonquin 5-1000—Ext. 206 


IY NAMAANROUGGLA PATNA 
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ASSOCIATION NEWS 
(Continued) 


sent outstanding authorities on the 
over-all scope of operations that effect 
modern business in its relationship 
with machine accounting methods, 
Headquarters for this convention will 
be at the Curtis Hotel. In addition 
to this, manufacturers of tabulating 
equipment, paper forms, tabulating ac- 
cessory equipment, and other related 
products will exhibit the latest in 
equipment. 

Serving as temporary officers until 
the election at the convention in Min- 
neapolis in June are: Robert L. Jenal, 
of the Chicago chapter, guiding hand 
in bringing about this national pro- 
gram, as national chairman; Willard 
Hull, St. Paul, Minn.; Ralph E. Moe, 
St. Paul, Minn.; Charles H. Johnson, 
Chicago, Ill.; Richard McCormack, 
Boston, Mass.; Gordon C. Couch, 
Boston, Mass.; Charles Sebourn, St. 
Louis, Mo.; Howard P. Kulp, Marcus 
Hook, Penn.; Andrew W. Hansen, 
Milwaukee, Wis. and Don A. Talucci, 
Detroit, Mich. 


The American Management Asso- 
ciation recently held the formal open- 
ing of its new Management Training 
Center with headquarters in the Hotel 
Astor, New York. A capacity registra- 
tion of 135 executives from leading in- 
dustries, representing the upper Icvels 
of management, were enrolled in the 
initial course unit of the six-unit man- 
agement training program. 

Lawrence A. Appley, president of 
AMA, described the new center and 
curriculum as initiating a new ap- 
proach to management education. He 
said it answers a demand in industry 
for integrated training in the higher 
skills of management. 


The Transcription Supervisors’ As- 
sociation of New York held a dinner- 
meeting at Whytes Restaurant in New 
York on March 10, when a well-known 
psychiatrist, Dr. Mary J. Sherfey, as- 
sistant chief psychiatrist of the Payne 
Whitney Clinic, discussed “Handling 
Personality Problems in Your Group.” 
Dr. Sherfey is also an instructor at 
the Cornell University Medical College. 


The National Business Teachers As- 
sociation, School of Education, Madi- 
son, Wis., will hold its 1952 Conven- 
tion at the Congress Hotel, Chicago, 
December 28-30, according to an an- 
nouncement by Russell J. Hosler, re- 
cently elected treasurer and _ exhibit 
manager of the Association. 


Records Management Association of 
New York heard David Mack, director 
of personnel administration, Warner- 
Hudnut, Inc., speak on “Modern In- 
terviewing Techniques” at its March 
19 meeting. This was the sixth in the 
Association’s series of educational pro- 
grams under the auspices of Cornell 
University. 
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HIS UNUSUAL RECORDS 


1,190 extra base hits...494 homers... physique enabled him to play 2130 con- 
lifetime batting mark of .840. League secutive games—1925 to 1939 —a record 
record of 184runs batted infor aseason that may never be equalled. 

.. tied record of 4 consecutive homers Here’s another unusual record: offices 
in a game...set record of 23 home runs__in 8 of America’s top 9 steel companies 
with bases filled during his career. Lou use Atlantic Bond Paper. Why not your 
Gehrig’s greatest mark was the one office? Your business forms will look 
where heart combined with magnificent better on clean, crisp, distinctive... 


ATLANTIC BOND 
5 Lidireds. PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Write us on your letterhead for Grantland Rice's complete all-time 
baseball team, attractively illustrated and suitable for framing. a 
~ 
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Which of these 
4 dangerous ideas 


do you have? 


(Any one of them could put you out of business) 


1. Think your accounts receivable will 2. Think an old safe or any safe without 
always be there? Risky idea! Fire leaves the Underwriters’ Laboratories, Inc. label 
many a business with records in ashes ... will guard your records against fire? More 
likely, it will act as an incinerator in a fire. 


doors closed for good. 


3. Think a fireproof building is sure-fire 4. Think your fire insurance would cover 
protection? Actually, such a building just every loss? Not unless you can prepare a 
walls-in a fire that starts in your office . . . proof-of-loss statement. Could you, without 
makes it even hotter! your records? 


Better face this fact squarely: 43 out of every 100 businesses that lose their 
records by fire never reopen! Don’t risk it. Find out how little it costs to pro- 
tect your business records—and your business future—with a modern 
MOSLER RECORD SAFE. It’s the world’s best protection certified by the Under- 
writers’ Laboratories, Inc. 


IF IT'S MOSLER ... IT’S SAFE 


% Mosler Safe “” | 


Since 1848 


World’s largest builders of safes and bank vaults . . . Mosler built the U. S. Gold Storage 
Vaults at Ft. Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 
Consult classified telephone directory for name of the Mosler dealer 
in your city, or mail coupon now for informative, free booklet. 

* . . 7 . ° ° ° . . ° ° ° ° . . . ° . . ° . . . . . . . 

Tue Mosier Sare Company * Department OM-4 Hamilton, Ohio 


Please send me free booklet giving the latest authentic information on how to protect 
the vital records on which my business depends. 


ee, 


ASSOCIATION NEWS 
(Continued) 


— 


United Business Education Associa- 
tion and National Office Management 
Association, co-sponsors of the Na. 
tional Business Entrance Tests, have 
prepared a new revised series of the 
tests for use by approved testing cen- 
ters giving the Official Test Center 
Long Form Test Series . 

Schools and other approved testing 
centers may give the new series dur- 
ing April, May, or June, and under 
certain. conditions, throughout _ the 
year. The latest revision of the “Busj- 
ness Test” series will be known as the 
1420 series. 

For additional information write for 
“Information About National Businesg 
Entrance Tests” to Joint Committee 
on Tests, National Office Management 
Association, 132 W. Chelten Ave, 
Philadelphia, Pa. 


Baltimore Stationers Association will 
hold its 4th annual dinner-dance on 
Friday, May 9, in the Caswell Room 
of the Lord Baltimore Hotel. Tickets 
to the affair cost $5 each and may be 
obtained from Robert Widmyer, Koch 
Office Supply Co., 108 South St., Bal- 
timore, Md. Music will be furnished 
by Harry Long and His Orchestra. 


Thirteen companies and two indus- 
try associations now represent office 
equipment manufacturers on the roster 
of national organizations holding 
membership in the American Stand- 
ards Association. This was revealed in 
the ASA’s annual 1951 membership re- 
port recently released. 


The Association announced that it 
approved 113 American Standards in 
1951, bringing the total number of new 
and revised American Standards in ef- 
fect to 1,181. The ASA membership 
roster increased by twelve trade asso- 
ciations and technical societies and 
eighty-four companies in 1951. 

Copies of the membership report 
may be obtained free of charge, from 
The American Standards Association, 
70 E. 45th St., New York 17. 


The Asphalt Tile Institute, 101 Park 
Ave., New York, has released a recom- 
mended fire resistance test for asphalt 
tile. This test was perfected by the 
technical research committee of the 
Institute and, it is claimed, shows con- 
clusively that asphalt tile is one of the 
safest floorings from a fire prevention 
standpoint. 


The opening of a new Ozalid branch 
sales office in San Francisco, Calif., at 
640 Second St., has been announced by 


Pelniasb it dates mthecebdoitneiessayciiecs ose neseeunece OES PRE TE eT! owls F. Seustes, qunaeel sales sane 

tina he cn ubhlls cas neabannnsdicnvacestbekecaveresvlnthes bewkdimwonssalactedsamauhevensieee ger, Ozalid, division of General Aniline 
& Film Corp. The new office will be 

nb ob os0 6646606560 0d005500b555bR500000 006 COS ONES Oe Ede SAESe CCE CeeDS DSU EsEHEEOeTEEHESSERONS under the supervision of John E. 

Ne ee Net er i lcebabae seamen Rasbacobene Se eee Seupanee . Russell, 
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“| was 
glad to see 


“She wanted to leave early, and I was glad 
I could give her permission. That would 
have been impossible before our printer sold 
me on Hammermill Bond for our business 
forms and letterheads. It’s easy to write and 
type on, takes neat erasures... helps our 
girls do neater work and get it out faster. 
That’s why J say...” 


iT PAYS TO DO BUSINESS 
ON HAMMERMILL PAPERS 


Let your printer help you choose papers that 

will do the most efficient job for your firm. If he suggests 
Hammermill Bond—as thousands of experienced 

printers do—you can be certain it’s the right paper for you. 
Examine this outstanding paper for yourself. 

Send for The Working Kit of Hammermill Bond. It’s free! 


You can obtain business printing on Hammermill papers where- 
ever you see this shield on a printer's window. Let the Guild sign 
be your guide to printing satisfaction. 


Hammermill Bond. 


Hammermill Paper Company 
1471 East Lake Road, Erie 6, Pennsylvania 


Please send me — FREE — The Working Kit of 


Companion papers for office use include Hammermill Position 


1 

1 

| 

| 

1 Name 
ie Mimeo-Bond and Hammermill Duplicator. ' 
LOOK FOR THE WATERMARK... IT IS HAMMERMILL'S WORD 
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(Please attach to, or write on, your business letterhead.) Ov-aeR 


OF HONOR TO THE PUBLIC 
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Martin Aptitude 
Tests Announced 
The fourth edition of the Martin 
packaged program of aptitude tests for 
office clerks has been announced by 
the Martin Publishing Co., 590 Market 
St., San Francisco 4, Calif. 
More than 1,000 office managers and 
personnel directors are using the Mar- 
tin Office Aptitude Tests as a means 
of screening applicants for office jobs. 
These tests are also used extensively as 
a guide in assigning duties to already 
employed personnel which are in line 
with their capabilities. Research stud- 
ies show that 80 per cent of those who 
pass these aptitude tests make good 
on the job while 82 per cent of those 
who flunk the tests fail on the job. 


This packaged aptitude testing pro- 
gram for office clerks includes com- 
plete instructions for giving the tests 
and interpreting the scores. The office 
manager needs no further instruction 
than is provided in the manual. The 
girl’s suitability for various clerical du- 
ties is determined by comparing her 
pattern of tested abilities with stand- 
ard patterns in the manual. These 
standard patterns represent minimum 
requirements for typical office jobs. 

Among new tests included in the 
1952 testing kit is the Alphabetizing 
Test which measures the girl’s ability 
to put names in alphabetical order with 
speed and accuracy, a skill essential to 
jobs involving filing. Another new 
test is the Numerical Order Test 


that FOLDS - Is Adapted for 


[t is destined to make its mark as.one | 
of the most useful adjuncts to port- 


able seating ever devised. 


This FOLDING TABLE ARM CHAIR 


is just the thing for... 


STAFF MEETINGS 
GROUP DISCUSSIONS 
EDUCATIONAL PROGRAMS 


TAKING DICTATION, MINUTES, 
NOTES, etc. 


TEMPORARY SEATING 
AND WRITING FACILITIES 


The arm is an integral part 
of the chair—NOT AN AT- 
TACHMENT. It may be ad- 
justed to several positions— 


1) Raised upright to permit 
free ingress and egress. 


2) Completely lowered to the 
side. 

3) Folded flat against the 
seat for compact storage. 


Rubber Feet prevent Noise 
and Marring of Floors. 


The Only Tablet Arm Chair 
of its kind anywhere. 


Write Today for Folder, 
Prices and Delivery. 


CLARIN MFG. COMPANY, 


sew 7/iy TABLET ARM CHAIR 
ner (WW Multiple Uses . 


Available with Seat only or Seat Folds to 3” 
and Back upholstered, thin. 


No. 2317-W-TA 
Doubly Rein- 
forced Steel 
Frame with Ply- 
wood Seat and 


Wood Arm. 


4640 West Harrison Street, Dept. 34, CHICAGO 44, IL, 
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which indicates speed and accuracy y 
sorting and filing according to ny. 
bers. A new Vocabulary Test has bee, 
developed which gives an_ improyg 
measurement of the girl’s comprehep. 
sion. A new manual of instructigg 
has been prepared which includes ty 
research findings collected during th 
five years the tests have been in wig 
spread use and makes available the x. 
cumulated experience of the may 
companies using the tests. New inte. 
pretive graphs and Individual Recor 
Charts have been designed to give; 
more analytic breakdown of the girl 
aptitudes. 

In addition to these new materiak 
the packaged program includes th 
Number Facility Test which measure 
the girl’s speed and accuracy in wort 
ing with figures. A girl who score 
low on this test is not adapted fy 
purchasing clerk, payroll clerk, et 
The Number Checking Test measure 
a girl’s general clerical aptitude. The 
Name Checking Test measures speei 
and accuracy in proofing, check. 
ing and verifying records and forn 
Arithmetic Reasoning Test measure 
the clerk’s ability to think logically 
in terms of amounts, rates, and quant:- 
ties and indicates suitability for train- 
ing for higher positions. The tests cap 
be used for either girls or men clerks 

This aptitude testing kit for office 
clerks has been developed by Howari 
G. Martin, M.A., industrial psycholo- 
gist and management consultant. He 
is author of many articles in technicd 
journals on personnel testing, an/ 
until 1950 was in charge of the per 
sonnel research program of the Bank 
of America system. He is a member 
of the American Psychological Asso- 
ciation. 

Price of the complete packaged pro- 
gram is $12. The initial testing kit 
includes ten copies of each expendable 
item. Replacement materials are avail- 
able for 10 cents per copy of each 
test with progressive discounts o! 
various quantities. 


The 1952 National Business Show 
will be held at Grand Central Palace 
New York, October 20-25, with the 
theme “Progress Unlimited.” © En- 
larged, expanded and dedicated to idea 
rather than machines or merchandise, 
the 1952 Show will concentrate on 
“How America Thrives Under Cap 
italism,” with every major industry 
showing America the cause of its 
greatness. 


Seventy-five new products for incat- 
descent lighting applications have been 
developed by The Art Metal Co, 
Cleveland, Ohio. The first group was 
released March 1, and the balance will 
be released every two weeks through 
next September. 

Detailed information is given on the 
product release sheets. Illustrations, 
cross section drawings, photometric 
curves, coefficient of utilization tables 
and product application suggestions 
are included to simplify selection and 
specification writing. 
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DOUBLE BACK PATENTED 
ROLLED EDGE CONSTRUCTION 


Made especially for important corre- 
spondence that has to be bound. 
Constructed with double back for long, 
hard wear, and fasteners for locking 
papers in place, inserted in alternating 
binding flaps that alternate right and 
left. This arrangement keeps the file 
square at all times. 


| "Snead 


NO. 11-15-50 


PRINTED IN U.S.A. 


IT’S NEW 


SMEAD’ S 
LEBINDER 


FIRST THE CASEBINDER... 
NOW THE FILEBINDER 


An improved binder for corre- 
spondence in vertical files. Extra 
Strong - Smooth - Perfect Writing 


As the material from each page is typed, 
remove the Filebinder and turn the page 
over as explained above. 


_ = SF 


Surface. 


Time Sa JIWETL 


It’s a natural for a Credit File 
Reads Like a Sook 
Grows as Needed 


All important credit information bound 
in one file - stenographic copies can 
be made with ease - by merely 
turning the flap or cover back to form 
an easel - as shown to the right. The 
double back of the Filebinder is suffi- 
ciently strong to stand erect - even 
under weight of heavy correspondence. 


Papers need not be removed from 
Smead's Filebinder when used in a 
Line-a-Time. Simply fold the cover of 
the Filebinder back and insert the entire 
Filebinder, as shown to the left. 


SIZE 11-%" x 9-154", 1" Capacity 
System Tabbed- All Righthand Tabs 2 /5 Cut 


Furnished in red, blue, green, golden- 
rod, redrope and manila colors. 


Write for Free Samples 


PATENT NO, 1,622,753 


MANUFACTURING CO. INC, HASTINGS, MINNESOTA 4 
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SMEAD’S TELL-I-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


gy | my READS LIKE A 800K 
_—— ma LEFT TO RIGHT- 
| | ‘a AS NEEDED 

x 


se 
SMEADS 
ELL -\-V \S\ON B 
with 


system for replacing — make filing easy, fast, and Z /, / f Plastic wf he 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MANUFACTURING CO.,INC.-HASTINGS, MINNESOTA 


By using Smead's Tell-I-Vision filing system, you con 


reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


April, 1952 


Mechanica Brat 
ComPUTER wm 


Pale. 


“You must have mis-stated the problem” 


Electronically speaking 


MAYBE IT’S TOO SOON to begin worrying about this, but how much attention 
is office management giving to the new miracle-working electronic devices for 
speeding up computation of every kind? 

We could view the situation calmly if only their use were confined to such 
jobs as refiguring the orbits of the planets, but when they begin to penetrate 
the office, as they are doing, a vast new burden of responsibility definitely looms 
up for office executives. 

The first thing to bear in mind is that wonderful as these devices are in their 
accomplishment, their value either to the astronomer or the office is utterly 
dependent on the selection and preparation of the material they are to work 
upon. 

For this reason, the approach of these new devices to the office should give the 
greatest impetus yet experienced to really thorough-going analysis of the tasks 
the office is set up todo. This should put new urgency in an old question many 
offices often forget to ask: “Is this work necessary?” 

And, if necessary, how necessary? Is it merely a nut we are asking our 
wonderful new pile-driver to crack? What data does our new brain require for 
the most resultful thought, and just how must that data be lined up? 

When office machines did simpler tasks and cost less, management could 
tolerate practices in their use which will be suicidal in the office of tomorrow. 
If we have no white elephant machinery currently on our own premises, we can 
dare to smile at those unfortunates who in so many of today’s offices are acutely 
conscious of the presence in a corner (under wraps) of some big gadget invested 
in without sufficient thought as to what it was to do. Electronic ae elephants 
could be vastly more embarrassing—and dangerous. 

An epoch- making new tool is inevitably on its way to aid the office to new 
heights of accomplishment. Let’s begin to prepare for its most efficient use! 
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With New York’s skyline as a backdrop, the A. H. Robins Co. weekenders pause 
a moment during trip to Statue of Liberty 


When an Office Travels}; 


TYPEWRITERS and adding machines were fairly It was the day before a week-end trip to New York, 
jumping off their stands. The conveyor belts in the at company expense. 

packaging department zipped along with what looked That may sound like a scene from a Hollywool 
like twice their usual speed. Everywhere at A. H. movie, but it really happened. The company’s pres 
Robins Co., Inc., pharmaceutical manufacturers of dent, E. Claiborne Robins, had invited all of his em 
Richmond, Va., there was a special zest and excite- —_ ployees—headquarters staff, secretaries, stenographen 
ment. Because, to the Robins employees, this was a file clerks, accountants, production and _ packaging 
very important day. workers—to be his guests on a three-day excursion @ 

No, it wasn’t an office party. It wasn’t anyone’s Manhattan. 
birthday. It was something much more extraordinary. “These exciting New York week-ends,” said Mr 

Robins when he announced the news, “don’t have 

Tension in office mounts as Zero Hour approaches be reserved for executives only. In our plant, wer 
all entitled to an occasional spree, and we're all going 
to get one!” 

Mr. Robins’ deed was as good as his word. A yea 
before, in the spring, he had escorted a party of 4 
men and women from his plant to New York. The 
good time they had together, plus the friendly rele 
tions that flourished as a result thereafter, all com 
vinced him that this was an adventure worth repeat 
ing, on an even larger scale. It was particularly worth 
repeating at this point, Mr. Robins explained; “be 
cause our operations are now being carried on in fou 
separate locations, and we could easily lose contat 
with one another. The rapid growth of the compaiy 
has forced us to expand before adequate space has been 
ready to receive us, and work under these conditions 
has its difficulties. That’s why, right now, an expedé 
tion that will give us relaxation and a chance to renew 
our personal relationships is just what we need.” 

Accordingly, just as the sun was coming up one fine 
Friday morning recently, sixty eager travelers arrived 
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President E. Claiborne Robins with Mrs. Robins and Out shopping, at company expense, Georgia Bazacos and 
their 60 employee-guests check into Hotel Victoria three of her office mates buy ties for their menfolk 


to Manhattan 


Management of manufacturing firm 

finds policy of an annual excursion to the 

Big City pays off well with its office 
employees 


Dinner at the Rainbow Room at Radio City, was a highlight 
of the Virginians trip “up North” 
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at the Richmond Station. Led by Mr. and Mrs. 
Robins, the 44 ladies and 16 men boarded a special 
railroad car that sped them right to Pennsylvania 
Station, in the heart of New York by early afternoon. 
There, a fleet of taxis waited to take them speeding 
again, this time to their Manhattan headquarters, the 
Hotel Victoria. 

J. C. Holloway, foreman in the packaging depart- 
ment, shook his head sadly as the group crowded into 
the Victoria lobby. “I used to think my machines 
went pretty fast,” he murmured, “getting those bottles 
of capsules ready. But we’ve sure moved faster and 
farther today than any machine I ever saw!” and here 
Mr. Holloway’s grin showed why he’s called “Happy” 
--“maybe we can learn something from all this. Have 
to find out what kind of oil they use on the wheels of 
these New York taxis!”’ 

Things continued to happen fast for Mr. Holloway 
and his colleagues. In their three days in the metrop- 
olis, they saw and did more than many a native New 
Yorker manages to see or do in years. First item on 
their agenda was a trip to the Latin Quarter, one of 
New York’s gayest theatre-restaurants, for dinner and 
entertainment Friday night. 

Saturday evening’s program included not only din- 
ner at the Rainbow Room, high on the 65th floor of 
Radio City, but sixty seats at the hit show, South 
Pacific. “I always knew our boss was a wonder-worker, 
and this proves it!’ marveled Anne Dozier from the 
Sales Department. “Other people have trouble getting 
any tickets to South Pacific, but Mr. Robins gets 
sixty!” 

“It isn’t just what he gets; it’s what he gives, too!” 
chimed in Irene Wright, also of the Sales Depart- 
ment. Some of the Richmond group had gathered in 
the theatre lobby for a cigarette between the acts of 
South Pacific. “Look at this dress I’m wearing,” con- 


tinued Miss Wright. “I bought it today with some o, 
the money Mr. Robins gave us for shopping.” 

With that, every girl in the party seemed to fall into 
a trance. They were standing in the Majestic Theatre, 
but their minds were obviously back on Fifth Avenue, 
For Saturday had been officially designated as Shop. 
ping Day, and to make sure that all of his party had 
the one item that’s essential for successful shopping, 
Mr. Robins had presented each of his sixty guests with 
$100—just for spending, for anything at all! 

With those extra bills in their purses, and with New 
York’s lavish shops to wander in, the ladies from Vir 
ginia were naturally about as happy as ladies could 
be. The men in the party were pretty pleased too, 
although they were more restrained about confessing 


it. They admitted, however, that they’d picked up | 


some interesting little trinkets for the girls they'd left 
behind them in Richmond, or they’d found some fas- 
cinating gadgets to add to Junior’s set of electric trains, 

The ladies weren’t at all shy. They were ready to 
describe their purchases and their experiences in com- 
plete detail. They had sampled about everything New 
York has to offer, and of course, New York offers every- 
thing in the world. At Hattie Carnegie’s they viewed 
the surrealist window displays without alarm. They 
braved the plush carpets and hushed, cathedral-like 
air of Tiffany's. The crowds of magical toys at F.A.O. 
Schwarz’s charmed them, particularly those who had 
babies of their own at home in Richmond, and the 
endless display of gadgets in the big Woolworth stores 
set their heads spinning. There wasn’t one who didn’t 
succumb to a new potato peeler or a new stocking 
mender. In addition, they bought jewelry, dresses, 
pocketbooks, toys, candy, records, art prints and even 
books, for themselves and for their families back home. 
“What a day!” the girls all agreed. 


(To page 78) 


President Robins, in an evening of good eating and fun 
at the Rainbow Room, says a few words to his guests 


28 OFFICE MANAGEMENT AND EQUIPMENT 


: 7 z a Bay j _——s - os 1) = ae af * pf ae (ae Rok? © cgi = - oi —_— 4 i . ah ae — 
ae 
5 | 
i 7 
4 M | 
7 | 
% | 
- B) | , 
% 
+ 
+. a 
Bi 
am = | 
: ac | 
~~ | 
u | 
a = : | 
“i . 
. 
>» e 
AE 7 ( 
= — 7 
i 
ae a 
Ss . te 
an 
‘ | Pe : 
Ra Ps 
% co f 
wae ee 
ori 
ce 
rn a a é Page ; ? |. . Je ae 
2. . ae \ielt E at. (3 ; : 
fl ig i eet : bs ae ae —nomee 
7 «+? ia . (22 -2e 
i x “ i + ee ae - pte E 
‘ea Se oe ell ee ee oe 
; ey 24 om . bis ee oF pee a aay, 2 , aa N 
a ee a z ix 5 i ae a 
| lee i Ame f y 3a , a a OF a 
'g ( - oe ees “Sy See 3 a alle owe. ey 
; aie, ie as - - & ; . i> Gi 4 2 ae 
: ORE ; a ne te Sy ey .——— 
. aiid ; 2a sR ee ee aa 
; * rie! » : en ee gee” Ry i oo = 
ie ; e . ae a ae. a: a 
; ~ = SZ A “f / 3 ee ee a oe oe oe 
m~ ) Ee = « ~~ <a — +. WAS os ag i: ad = EE 4] 3 : 2 
oil ee ~~ - Oe i _—— <a be a git <a bs tt ° oe , ; “ae ae 
f 7 i. tee 2 PE ae GI | ee Y 
’ ” - 2 f = emcee tenia be - 4 ’ ey 34 a . 
P pe pl a ie OT le In 
e a eS 4 . : af a eee > oe ee _—_" ~~ a? 
i bisi, b, : icine aim 
ae =% 3 : 
: . | San ee. SS Ss 4 t 
3 a Ee q ae . 3 : ; 2 
- . q a ee. Sn eee oe = % 
| - nl j | 
oo - - . a fe _ $ 
ee: ee April, 1952 
ie 4 


me Oo, 


ll into 


pping, 
S with 


n New 
n Vir- 
could 
d too, 
‘essing 


ed up | 


'd left 
ne fas- 
trains. 
ady to 
1 com- 
x New 
every- 
‘iewed 
They 
al-like 
F.A.O. 
o had 
id the 
stores 
didn’t 
ocking 
resses, 
l even 
home. 


General view of audience during question-and-answer period at 
wage stabilization panel discussion at OMAC-NU Seminar 


30,000 in Attendance at 


Chicago Business Show, Seminar 


MORE THAN 30,000 management executives from 
all over the United States and Canada were estimated 
to have attended the annual seminar and business 
show held in Chicago from February 25 through 28. 
The 13th annual business show was staged concur- 
rently with the 10th annual management seminar at 
the Conrad Hilton Hotel. 

The Office Management Association of Chicago 
sponsored the 77-exhibit display of the latest equip- 
ment and appliances for increasing office efficiency. 
The speaking sessions were sponsored jointly by 
OMAC, Chicago chapter of the National Office Man- 
agement Association, and Northwestern University. 

J. B. Andrews of the Carnation Co., Seattle, Wash., 
was the chairman of the seminar luncheon on Mon- 
day, February 25. He is the first vice-president of 


NOMA. The OMAC address of welcome was de- 
livered by OMAC President Frank Hurt of W. A. 
Alexander & Co., Chicago. He summed up the spirit 
of the program by stressing the importance of work 
simplification, mechanized methods and absenteeism 
in the light of a growing shortage of clerical personnel. 
“The new and complex factor of governmental salary 
control” was promised adequate treatment during the 
seminar. Dr. J. Roscoe Miller, President of North- 
western University, welcomed members and visitors 
on behalf of his institution, which is celebrating its 
centennial on the Evanston campus. 

The keynote address, “Management Techniques in 
Air Transportation,” was given by William A. Patter- 
son of Chicago, president of United Air Lines. He 
defined management as a combination of “manpower, 


Members of wage stabilization panel: (Left to right) Chairman James W. Nicol, Samuel Edes, Bernard R. Mullady, 
Waldo Williams, Eric A. Nicol, Alfred E. Langenbach 
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methods, and machines.”” Important as techniques are, 
said Mr. Patterson, it is necessary always to remember 
that they are subordinate to the will of people to make 
them work. Alluding to current,conditions of half 
war and half peace, he said that “new and better ways 
of doing business must be found in order to protect 
our economic life. But creation of the proper climate 
to foster this spirit will always be a prerequisite to 
successful operation and a primary responsibility of 
management in any company.” 

Kenneth W. Moore of the Chicago Title and Trust 
Co., and vice-president of NOMA was the chairman 
of a Monday afternoon meeting at which the principal 
speaker was Leonard Spacek, managing partner of 
Arthur Andersen & Co., of Chicago, certified public 
accountants. His subject was “How to Get Good Man- 
agement.” He blamed what he called unfair and un- 
reasonable tax rates for management's inability to at- 
tract and develop executive personnel. “The best way 
to get good personnel,” he said, “is, in two words, 
grow it.” 

The seminar opened its second day with addresses 
by Dr. Russel N. Cansler, director of the evening di- 
vision of Northwestern’s School of Commerce, and 
Louis Duenweg, training coordinator of the Detroit 
Edison Co. The discussion was under the chairman- 
ship of NOMA vice-president F. G. Macllroy, of the 
Commercial Controls Corp., of San Francisco. 

“Education and Training for Better Use of Man- 
power” was the title of Dr. Cansler’s address. 

“One of the greatest sources of waste in business and 
industry” he declared, “is the failure of people in in- 
dustry to live up to their output possibilities.” As a 
solution he suggested a triple approach. Secondary 
school pupils should be encouraged to remain in 
school, not to drop out. College level training should 
supplement in-company training. Business should 
help its management personnel to extend their poten- 
tial by such means as increasing reading speed. He 
warned that business is in competition with the 
glamour occupations. 

The theme of Mr. Duenweg’s talk on “Work Simpli- 


fication” was that the necessity to simplify and to con- 
serve, is paramount. This, he said, can be accom- 
plished in three areas: time, manpower and materials. 


The Tuesday afternoon panel discussion on “Wage 
and Salary Stabilization and Administration” was 
moderated by James W. Rees, assistant vice-president 
of the Pure Oil Co., Chicago. 


The speakers were Samuel Edes, Chicago, regional 
chairman of the Wage Stabilization Board; Alfred E. 
Langenbach, assistant vice-president of the First Na. 
tional Bank of Chicago; Bernard R. Mullady, director 
of the Industry Relations Staff of the Office of Salary 
Stabilization, Washington, D. C.; Eric A. Nicol, vice- 
president of P. Brennan Co., Chicago, and Waldo Wil- 
liams, manager of the clerical operations division of 
Aldens, Inc., Chicago. 


Among questions taken up by the panel members 
during their introductory remarks and in the question- 
and-answer period that followed were: “How can I 
increase starting rates?” “Should our company adopt 
rate ranges?” “How do we secure approval of rate 
increases agreed by arbitration?’ “For what increases 
are part-time employees eligible?” “How can we make 
cost-of-living adjustments?” “What reports are neces- 
sary?” “How about penalties?” 

This open appraisal of current regulations was 
underlined by a statement made in Chicago the pre- 
ceding week by Roger L. Putnam, Economic Stabil- 
ization Agency administrator, to the effect that gov- 
ernment controls would not be relaxed for at least 
another year. 


The grand ballroom of the hotel was filled on Tues- 
day evening when Senator Everett M. Dirksen (R.,, 
Ill.) spoke before the annual OMAC banquet on 
“The Voice of Management.”” OMAC President Hurt, 
who was chairman, introduced the speaker as “the au- 
thentic voice of the midwest, defying corruption.” 
Toastmaster was Dr. Robert P. Brecht, NOMA presi- 
dent, of the Wharton School of Finance and Com- 
merce, University of Pennsylvania. 


(To page 8o) 


At speakers’ table: (Left to right) Frank Hurt, J. Roscoe Miller, J. B. Andrews, William A. Patterson 
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Keeping Employee Addresses 
Up-to-Date 


A FAULTY method of maintaining up-to-date em- 
ployee home address lists can present aggravating situ- 


Current practice in ations for various divisions of a company. Presented 
. here are the routines being followed by a few large 
solving a problem corporations, with illustrations of the forms employed. 
common to all offices Forms can be put to effective use in this operation, 


but one company, Johnson & Johnson, New Bruns- 
wick, N. J., is able to depend only on annual vacation 


Colgate-Palmolive-Peet Co. form 


Pek on " ie tea i Bi BE $ Pe ae ae es : pee ee 4 . af 
“> -FRANs-Fix PROCESS 1. PLEASE ENTER ALL INFORMATION TO AVOID DELAY IN HANDLING. 

PRINTING O:, INC. 2 NECESSARY, USE SEPARATE SHEET FOR ADDITIONAL INFORMATION. 

PAT. FERDING aa 3. DO NOT REMOVE CARBON. 
= : , DATE PREPARED 
PERSONNEL CHANGE NOTICE—OFFICE : | 
aus, : Ska H 3/1/52 
& DDRESS 

John Doe 15 Second Avenue, New York, N.Y. 
"308 TITLE DEPARTMENT : 5 : 


Wail Clerk Mailing | 


= A 
PRESENT RATE eS NEW RATE 
% 


CHANGE New Joe TITLE 


| 
: 


APPROVED DATE CODE NO. SECRETARY 
RECOMMENDATIONS : 
WRD APPROVALS 


aeked 2 RS x PASS 


a PAYROLL UNIT COPY. 


OFFICE PERGONNEL DEPARTMENT COPY 
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EMPLOYE LOCATION NOTICE 


NAME 
Las fun. Middle 
ADDRESS — ee ; 
re i " : 
HEADQUARTERS DEPT. CENTER OF ity F Zone Trae 
or GF DIVISION RESPONSIBILITY ee) 
N Name Number 


qj NAME OF 


Filled In By Personnel Department and Telephone Service Section 
NEW RETURN LEAVE OF TERMINATION 
EMPLQYMENT [_] FROM LEAVE [[] TRANSFER ["] ABSENCE [(] OF service [] 


EFFECTIVE DATE 


| SUPERVISOR 


MAIL CODE__ — TEL EXT 


Change of (List New Data) 


MARITAL MAIL N. Y. TEL HOME 
name [_] aopress [] status [] coot (] EXTENSION [[] T&L NO. []_ EFFECTIVE DATE i is 
NAME aa 

_ Firs Middle 
ADDRESS. aoe patted. i pete 

Street FS Number City SF Zone State - = 

MARITAL 
status SC] MC] Of) w) MAIL CODE N.Y TEL. EXT _. HOME TEL. NO 


Originated by 


* "] 


ROUTING. WHITE — Medical - News Letter — Personnel 
PINK = Telephone Room 
BUFF = Payroll Division 


PINK —T @ Rc 
BUFF = Payroll Division 


WINS CINK — Telephone Room 
ony ax Payroll Division 


General Foods, Inc. form 


Esso Standard Oil Co. 


. 
all ‘NOTICE OF CHANGE IN INFORMATION 


INSTRUCTIONS —Any CHANGED OF NEW INFORMATION WITH RESPECT TO THE FOLLOWING ITEMS 
SHOULD BE REPORTED PROMPTLY. FILL IN ONLY THE SPACES NECESSARY TO CORRECT THE RECORD 


Dare ” 


(FULL AME) 


DATE CHANGE OccURREO "° 


MARITAL STATUS 


CITIZENSHIP 


(names OF Counter) 


CLASSIFICATION 
Position TiITLe GROUP NO 


COVERED ves 
DESCRIFTION OF woRK UNDER F494 : no 
UF MATURE OF WORK HAS CHANGED, OEBCRIBE NEW WORK) 


3 LOCATION OF WORK ome 
(CITY AMO STATE. OF FOREION COUNTRY, WHERE MAJORITY OF WORK 18 PERFORMED) 


service oursiwe u.s.a. (Gea) Ge'u. B.A. 


NORMAL wonkina seneouce, (rem weex) (ronda) 


(OtVE OETANS AND VALUE IN CASE OF COMMISSIONS. THE AMOUNT MAY BE OMITTED) 


REMARKS 


COMPANY 
* 
& DEPARTMENT 


AUTHORIZED SIGNATURE 
WHITE COPY: TO TREASURERS DEFT. 
BLUE COPY: TO PERSONNEL OFFICE. 
SUrF COPY: YOUR FILE Cory. 


ee . — — 
GREEN COPY. TO SECRETARY'S DEFT. IF 
EMPLOYEE (9 IN THE MAJOR EXECUTIVE OR 
UNCLASSIFIED GROUP IF 

@nten cory 


BUFF CoFY YOUR FILE COFY. 


es eas! 
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schedule when the individual, requested to specify his 
desired vacation period, is also asked to add his cur 
rent home address to the form. 

In the final analysis, of course, the prime factor in 
an up-to-the-minute employee home address list is the 
employee himself, who may or may not remember to 
notify his supervisor that he moved during a weekend. 

Obviously, such changes as promotion, department 
or plant transfer, salary increase, or change in marital 
or family status, being of equally vital importance to 
the payroll.and personnel departments, are often re 
corded on a comprehensive form which provides for 
home address change notice. 

Colgate-Palmolive-Peet Co., Jersey City, N. J., main- 
tains two records—one a change of status record, and 
one a pure home address record. In either case, a 
change in home address calls for new forms to be filled 
out. The company maintains its simple home addres 
listings on Wheeldex cards. The individual’s home 
phone number and the department to which he is as 
signed is the only additional information carried here. 
Such a card is made out when the change of status 
form comes through to Personnel from a department. 

The department head originates the change notice, 


retaining one copy. The president of the company’ 


sees his copy only when a salary increase goes through 
for an employee earning over $600 a month. 

At the Consolidated Edison Co. of New York, the 
key device used to keep track of employee’s home a¢- 
dresses is the standard W-4 Withholding Certiftcate. 

It is filled out by every employee when he is hired 
and a new one follows each time he changes his claims 
for exemption, or when he changes his address. From 
the W-4, the Mail Bureau cuts its Addressograph plate 
and Payroll Department files both the form and am 
IBM card with the same information according 
the employee’s control number. 
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PLEASE PRINT ALL INFORMATION 


DATE en 


IN CASE OF ACCIDENT NOTIFY; 


NAME 


NO. OTHER DEPENDENTS (EXCLUDING WIFE. HUSBAND OR CHILDREN) 


NAME ___ — OO OEE 
POSITION — N. ¥. ©. DEPT.____ a 
ADDRESS _ Tek. NO._____ —— 
ciry ZONE STATE ita — 

SINGLE DIVORCED SEPARATED______NO. OF CHILDREN______ 


TEL. NO. —— — 


STREET ciry 


ZONE STATE. 


RELATIONS&N? 


If I become « non-resident 


Stance 


= 
“1 hereby declare that I lam not! # resident of the State of New York. 
at any time prior te the close 
calendar year, I will notify you and execute Form 102." 


the current 


W. T. Grant Co. forms 


When, for one reason or another—usually the re- 
turn of mail or the employee magazine—Payroll finds 
that an employee no longer lives at the filed address, 
the employee’s bureau is asked to have him fill out a 
new W-4. 

“Obviously, employee address information relayed 
from Personnel to Payroll of terminated, retired or 
newly-hired employees, keeps the home address list 
pretty much up to date with a time lag of less than a 
week,” the company reports. “The casual change of 
address, called to attention by the return of mail, in- 
dicates that the lag might be five or six weeks if the 
employee fails to file a new form before that time.” 

New York headquarters of the W. T. Grant Co., 
Variety stores, use their Form NYP-5-4 for employees 
working in the New York Office, and form NYP-112-1 
for such store employees whose records are maintained 
in the Home Office. 

As store employees are transferred a new card is 
requested. Employees in the New York Office who 
move are asked to fill out a new W-4 for payroll noti- 
fication. Every year in the Fall all employees are asked 
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to make out a new address card. A list of addresses of 
New York Office employees is then typed, and the 
mailroom and payroll sections receive copies of these 
lists. 

S. H. Kress & Co., another variety store chain, does 
not keep any centralized home address record of store 
employees. 

“Each store keeps what we call an Employee's Rec- 
ord Card file on which employees’ addresses are re- 
corded and kept up to date based on the information 
the individual furnishes our store officers,” this com- 
pany reports. “Once each year for Social Security pur- 
poses we have each store submit to us a record of the 
home addresses of all employees who worked at the 
store during that year so we can forward to those in- 
dividuals their Withholding Statements.”’ 

General Foods, Inc. uses a three part form which is 
originated by the supervisor on the occasion of an em- 
ployee’s change of home address, marital status, mail 
code number, New York office phone number or home 
phone. On the occasion of an individual’s new em- 


(To page 93) 
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Main office of Greenville Finance Co. Note floor design which helps point way to counter 


An Office 


for a 


Finance Company 


LAYOUT, decor and equipment planning of the new 
offices of the Greenville Finance Co., Greenville, 
Mich., serves as another illustration of three-way co- 
operation of customer, office equipment dealer and 
manufacturer in giving the space those features felt 
to be necessary to the firm’s operations. The com- 
pleted job is considered to be a model of efficient space 
utilization with the retention of the qualities of friend- 
lines and cordially which has been the company’s 
long-standing policy toward its clients. 

Office furnishings and equipment were supplied by 
the Strauch Office Supply Co., of Grand Rapids, Mich., 
with planning assistance by Frank Morse, Jr., Browne- 
Morse Co., who served as consulting and designing en- 
gineer, and whose company supplied the desks, chairs, 
files and other steel equipment. 

Greenville Finance Co. executives feel that the cold- 
ness of the average banking office has been removed. 
This has been accomplished through use of a friendly 
two-tone color scheme of Sage-Brush green and Santa 
Fe brown. The diagram of the floor complements 
these colors and helps direct client traffic to the 
counter. From here they can be sent to consulting 
rooms or executive offices where they can have privacy 
for their interviews. Discount and loan managers are 
located in wings on either side of the central offices 
where they are readily accessible to clients without the 
inconvenience of an appointment. 


Discount managers are located at one end 
of office, small loan managers at other. 
Connected office permits privacy 


34 OFFICE MANAGEMENT AND EQUIPMENT April, 1952 


7 iy oF = = a . 
* i es | 7 \a Se eer 
if | ea & ae "i x “i eee : 
. ee. ein a Ries. ' soe Caren oa : 
a ‘a “ an: S 78 eae ; : a if er 6 Saas As ; 
7 a - a > aa . a a Ba a ye 
Ai —F———  UlUC”—”lllC I i t—‘“CO™O | 
5 <r 2 fe “ ae at 1] 2a a a a - a % Bi aa : . 
i 3, trate ae " a a. i gk - NS i ey \ hae ~ | ras in? ‘3 
as iz , 8 .— = ark ss a 
: : ; es ea. si 3d b 4 a ¢ fp gees * i 4 ai ‘ - 4 } _ 
= | I q See - 2 
oo | . _ i whee = Pi ot - agi bcm — : 
a: a To ee = = ee Ww fe gy - 
1 oem \ -, Me * Ve _— me ep SSE ae ae © Be ee" 2 Sie: ee j 
P ae = a oo a: | La Ee ee a ee. = meng 
as Fn ; a Fa  - . 
ce ener = | ——— ll EE ne . roe 2 
ae a  —  — + a co le ea 
‘ a aoe * nr ce. ——— = oe i panes ae ey. a Re. y ae a. 
Ba pl ‘ ee sae a cea = Pe ae aie 
—_ Ba eee {' 4 eee nl _ ae. ea 5 Sine: sation ne awe “ § a ope 
ane pl — on 6 * : ee aaa ” lll ; FC is cevraillees - - As ae ca 
om Po ee a ml — ae <i age lie sells a a e tn. PER : 
sae, - eal . —_ aaa ir “Geta =e oi ae 
ae! aa ead ts i F a oe i a 
acon 2 al 4 j > ; $ Se — - * am 23 a 4 aa = 
j aaa —_ -_ a oS ae Mey iy ey aia oe 
3 i = a ae a ee - “Eee — \ "ee ~ 
bi tek : ‘3 = “ ry : 4 “a oe 3 rat . s ee PG 
a * ice . . - é J “ eS 
G zs 
ae help 
7 have 
} said. 
, 2 ous] 
7 ; whe 
4 7 men 
a proj 
te n 
rapi 
a Pi of tl 
+ | 000 
ok Belk 
: ‘i pop' 
= in tl 
: Mor 
ee 5 
2 
hat 
aml ELS See iby” Pig he AO : 
= ee lO 
be ; } : mak, bs P . : ; ” : 
a nee Aor oe : 
; a . 4.7 k Pik. ‘ ek ; 
ae : 2. te Be =a ~ 9a - a 
thes ‘ i A : » 1% ie g 
Se OF 
a Boas: , 2 ike a Dae we q 3 B 
a ; - ee se 
7 ; : Me is i = “eee f 
y . 
era ee | |, 
I : 7 


new 
ville, 
y CO- 

and 
; felt 
com- 
pace 
iend- 
any’s 


d by 
lich., 
wne- 
g en- 
1airs, 


cold- 
»ved. 
ndly 
anta 
rents 

the 
lting 
ivacy 
$ are 
ffices 
t the 


1952 


Rear view of customer service counter showing compact stenozraphic areca 


“The friendly atmosphere of our new offices has 
helped to overcome the natural restraint many persons 
have against visiting a lone office,” a company official 
sid. “As a result, business has increased tremend- 
ously.” 

Although this installation was made in a_ period 
when a majority of materials were directed to Govern- 
ment bureaus, the Browne-Morse Co. considered it a 
project that should be developed as it provides a key 
to manufacturer-dealer sales effort in a field that is 
rapidly expanding. ‘They point out that the home office 
of the Greenville Finance Co. is in a town having 16.- 
000 population and there are branch offices in Fenton, 
Belding, Cadillac, Lansing, and Lowell which have 
populations ranging from 1,944 to 91,694. The trend 
in this field is one of continuing decentralization, Mr. 
Morse said. 


One of eight private rooms for transactions 
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Above: Bookkeeper’s office. 
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Auto Loans office 
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SAN FRANCISCO’S Civic Auditorium and five of 
that city’s leading hotels will be required to accom- 
modate the 33rd International Conference and annual 
office machinery and equipment exposition of the Na- 
tional Office Management Association, scheduled for 
five days beginning May 18. 

The plans are drawn for a conference which this 
year has as its keynote “The Obligations of Office 
Management.” Conference sessions will stress the pro- 
fessional aspects of the office management job, and at 
the same time it will give emphasis to the office execu- 
tive’s responsibilities as a leader in his community. 
General technical sessions are specifically designed to 
help the executive with such problems as wage and 
salary administration; the selection of office machinery 
and equipment; selection, indoctrination and training 
of personnel; coordination of activities within the com- 
pany; human relations in the office; and keeping top 
management informed on all phases of office manage- 
ment activity. The association will draw on a huge 
reservoir of experience in bringing to conference audi- 
ences fact and opinion which will serve to give guid- 
ance to the individual in his efforts to learn more 
about his chosen field. 

According to A. C. Spangler, senior staff director of 
NOMA, the San Francisco exposition will be the asso- 
ciation’s largest to date, with more manufacturers 


A. C. Spangler, 
NOMA’s senior staff director 
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National Office Management | 


Conference Shapes Up 


By H. K. DARBY 


represented than in any previous year, and four days 
duration rather than three as in the past. It is re 
ported that many of Europe’s leading office machine 
manufacturers are evincing greater interest in the 
show this year than in other years, and depending on 
the availability of exhibition space, more foreign 
manufacturers are liable to be on hand to promote 
their products than have been in previous NOMA 
shows. Again, the Metal Business Equipment Industry 
of the Office Equipment Manufacturers Institute, and 
the Wood Office Furniture Institute will lend their 
weight in making the Exposition as comprehensive 
as possible. 

With 47 chapters already represented in the regis 
tration lists of the conference, Emma Lee, Interna 
tional Business Machines Corp., San Francisco, chair 
man of the association’s National Conferences and Ex. 
positions Committee, foresees a registration approach 
ing 1500 by the time the meeting gets under way. Ad 
vance registration has been high, Miss Lee pointed 
out, adding that 22 of the 47 chapters signed up are 
east of the Mississippi, and six in Canada. 

Robert P. Brecht, of the University of Pennsylvania 
Wharton School, president of NOMA, will head a list 
of capable speakers on management subjects. The 
program includes Walter M. Casey, a member of the 
association’s Beaumont, Texas chapter, whose subject 


Robert P. Brecht, president of NOMA 
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San Francisco, looking toward East Bay from 
Twin Peaks at center of city 


will be “What is America’s Objective—Freedom or 
International Peace?’ Mr. Casey lists among his busi- 
ness activities the presidency of the Sabine Ice Co., 
owner and general manager of the Crosby Hotel, and 
assistant to the president of the Beaumont Rice Mills. 
All of these enterprises are in Beaumont. Besides 
these activities, Mr. Casey has been associated as a 
sales executive with the Ford Motor Co. for 12 years, 
and has traveled extensively in Europe. 

Mr. Casey is a member of the Board of Directors of 
Dunbarton College, Washington, D. C.; member of the 
Foundation Committee of Notre Dame University, 
South Bend, Ind.; and a member of the Board of 
Trustees, of St. Thomas University, Houston, Texas. 
He is also a member of the Governor of Texas Econ- 
omy Commission, and is listed in the National Fed- 
eration of Sales Executives’ blue book of distinguished 
speakers. 


Some of the other speakers will be J. Houston 
Barnes, Standard Hosiery Mills, Inc., Burlington, 
N. C., national director of NOMA’s Area 3. Mr. 
Barnes’ subject will be “The Office Executive’s Obli- 
gation to His Employer and Top Management.” 

Harold W. Stewart, California Packing Corp., San 
Francisco, will speak on “The Office Executive's Obli- 
gation to His Profession within His Own Company.” 

Dr. Theodore J. Barnow, associate professor of Hu- 
man Relations and Administration, University of 
Washington, Seattle, Wash., has the subject, “The 
Office Executive’s Obligation to Build and Maintain 
Loyalty and Cooperation.” 

Conference sessions run from Monday through Wed- 
nesday. The Exposition opens on Monday and lasts 
through Thursday. Registrants will be able to pick 
up their credentials and tickets for various activities 


(To page 93) 


Among the Exhibitors at NOMA Show 


Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

Art Metal Construction Co. 
Bankers Box Co. 

Charles Bruning Co. Inc. 
Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 

Clemco Desk Mfg. Co. Inc. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Ralph C. Coxhead Corp. 

Cramer Posture Chair Co. 
Cummins-Chicago Corp. 


The Haloid Co. 
Harter Corp. 


Imperial Desk Co. 
Indiana Desk Co. 


Jasper Chair Co., Inc. 
Jasper Desk Co. 


Jasper Seating Co. 


LeFebure Corp. 
The Leopold Co. 


Luxo Lamp Corp. 


A. B. Di 

heed =. T. R. Mantes Co. 

Diebold, Inc ‘ Marchant Calculating Machine Co. 
Ditto Inc. Master Addresser Co. 


Master Craft 


DoMore Chair Co. The McBee Co 


Thomas A. Edison, Inc. 

Eliot Addressing Machine Co. 
The Esterbrook Pen Co. 

Evans Specialty Co. 

Executone, Inc. 

Felt & Tarrant Mfg. Co. 

Friden Calculating Machine Co. 
General Fireproofing Co. 

The Globe-Wernicke Co. 


Mosler Safe Co. 
Myrtle Desk Co. 


ay Mfg. Co. New Indiana Chair Co. 
Charles R. Hadley Co. Office Management and Equipment 
April, 1952 


International Business Machines Corp. 


Jasper Office Furniture Co. 


Loomis Armored Car Service 


Metal Office Furniture Co. 
Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 


National Blank Book Co. 
National Cash Register Co. 
National Office Management Association 


Office Publications Co. 
Olivetti Corp. of America 


High Point Bending & Chair Co. Ozalid 
Huntington Chair Corp. 


Peirce Wire Recorder Corp. 
Permaflux Corp. 

Pitney Bowes, Inc. 

Polychrome Pacific Corp. 
Remington Rand Inc. 

Rex Rotary Distributing Corp. 
Rite-Line Corp. 
Rockwell-Barnes Co. 

Royal Typewriter Co., Inc. 
Security Steel Equipment Corp. 
Shaw-Walker Co. 

N. T. Shepherd Chair Co. 

Sikes Co., Inc. 

SoundScriber Corp. 
Specialized Office Equipment Co. 
Standard Manifold Co. 

Sunset McKee Co. 
TelAutograph Corp. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

The Todd Co., Inc. 

Underwood Corp. 

Victor Adding Machine Co. 
Visirecord, Inc. 

Wassell Organization, Inc. 
Wheeldex Mfg. Corp. 

Frank E. Wilbur Co. 

Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 
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Part of Organization & Methods Division of Comptroller's Department at Standard Oil Co., of Calif. ej 
_——- 

3, 

How to Plan and : 

—t 


Conduct a Methods Survey 


6. 

By VICTOR H. ROMAN ge 
Manager, Organization & Methods Division pa 
Comptroller's Department Lo 


Standard Oil Co. of California 
President, San Francisco Chapter, 
Systems & Procedures Association 

of America 


Final Report. The final report should give a com 
plete, detailed review of the findings and recommen 
IN the March installment Mr. Roman stressed the dations resulting from the survey. me 


Plas 
——_ 
(Last of two installments) % 
= 
= 
—— 


‘ : «1 BE SELECT 
: a ; ‘ -rous ways shic material J tao ¢ 
necessity for the systems point of view in every ae are Se ee a a ™ yr the — ms 
2 » may be arranged, and eac as 1ts good points. PAPER 

office large or small. He discussed the inherent re- } ang § I ; 


: 5 s following form is now used by our Organization and = 
sponsibility of all accounting and clerical supervisors : 


Methods Division, and was selected as a result of our 


to furnish proper on-the-job-method direction in their experience and discussion with some members of Mat { fs 
¥ 
od 
oF 
OF 


daily activities, and outlined the scope of this cover- agement who have had occasion to review and com 


age. Preparing for and conducting a major methods ment on our efforts. 
survey was outlined through the planning and work (1) Summary letter—addressed to manager of 
inventory phases—followed by contacts with per- department or office surveyed. In the sum- — fvr% 
‘ Cay" TH 
sonnel under survey, the review of stationery forms mary letter (not more than two pages 1n her 
. . . 7 ; y > 4 , > . l- 
and reports, and the various steps in developing and length) we briefly review the reason and ” 
- : a . ihority for the suivey and cover all the im- 
summarizing the conclusions. The audit viewpoint, / 


portant points developed—followed by: the 
general recommendations; proposed person- 
nel revisions; manpower changes; changes in 
forms and reports; proposed office equip- 
ment; space; annual installation costs; sav- 
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work production standards, changeover, and _ pro- 


cedure writeup were also covered. 
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STATE OR AREA, AND COST ACCOUNT, 


49.46 account 


LisT CAROS TO PROVIDE A GENERAL DAILY ACTIVITY REPORT AT THE SAME TIME SUMMARIZING TO PROVIDE 405.1 


me OF REPORT DUE bd 
Co ATION DAILY ACTIVITY REPORT (COST ANALYSIS) ore DAILY a * 
“ CONTROL DOCUMENT | DOCUMENT wg COST = 
OTe DATE CEPARTNENT NO. DATE AREA account | QUANTITY VALUE s 
— = 
Dread ING 1.2 4.5 ?. 10. -16 18.21 23.32 34.43 
ne 8 0.12/13 15 3 
In 2 
pimp OLS. 1.2 14.13 42.43 38.40 11.12 46.49 51.60 61.70 3 
ee Eh Se erent pear ee peel & fee [ee ee] & pee] re paey opel vole] e | aap earn y ¢ pas [reas | 8 pac leieny ¢ peepee) ¢ ie 7s 
\ 
ONTROLS x x x =. 
— - 
sua Y = 
PUNCH - 
. aa ee DETAIL CC SUMMARY cc MASTER OR HEADING = 
anos TO BE FB 
USE 
give full * 
Rescription JO! | DAILY QETAIL CARDS 10 | BLANK MONTHLY COMPARATIVE COST 60 | DEPARTMENT MASTER CARDS 2 
nnd card code = 
po. ) ra 
ANALYSIS ® 
CF 
MACH.ANQ CARD COLUMNS |= 
” 
EXPLANATION BOARD NOJ AND DESCRIPTION = 
14.13 DEPARTMENT = 
T . T 1 ( s 8, T T aT. 
UPON COMPLETION 0! HE DAILY BALANCING (OPR SORT ALL DAILY DETAIL CARDS BY DEPARTMEN ORO 12.11 state x 
& 
= 
= 
= 
bs 
b 
2 
bh 
2 
*. 
J 
rx 


1.2 
MONTHLY COMPARATIVE COST ANALYSIS BY ACCOUNT. GANG PUNCH MONTH-END CONTROL DATE. 517.1 CONTROL DATE 
3, | RETURN DETAIL CARDS TO FILE, HOLD SUMMARIES FOR STEP-4, 
4, | OBTAIN DEPARTMENT MASTER CaRoS (c.c.60) FROM FILE, PLACE IN FRONT OF SUMMARIES AND SORT BY 080 14.13 DEPARTMENT 
*| DEPARTMENT. 
2 
o 
S.] LIST CARDS TO PROVIDE A DAILY DEPARTMENTAL ACTIVITY REPORT, 405.2 e 
- 
~~ 
g.| SORT CARDS ON CARD CODE TO SEPARATE MASTERS FROM SUMMARIES, RETURN MASTERS TO PROPER FILE. 080 3. CARD Cope 


PEACE SUMMARIES IN MONTHLY COMPARATIVE FILE TO AWAIT FINAL MONTHLY SUMMARY, 


~ 


BALANCE REPORTS TO CONTROLS ANO PASS TO COST SECTION, 


— —— 


8) 39/40/41 42/43 


taal — TY ee 


| | : 
> 
BALANCING REQUIREMENTS ~ 
[J 
=a b 
. 
* 
. 
SUBTRACT | CL. SELECT] ZONE CONT. |CAR. CONTROL HAM. CONT. X=LIST 
"1 OR DIGIT = 
SELECTOR 60 ° 
Capp 
Card COLS. 76 = ~ 
ane of eR ACI - 2 [_spacins | Tas x CARRIAGE ARM SPACING - 
SE Ree copies 2 | sincce | List : ARM 3- ve [ARM 2— i [ arm 3- 0 
POSITION OF SWITCHES ON ACCOUNTING MACHINE 
} Ty 
OFF ON |x [ AUTOMATIC CONTROL-MINOR | orr OW Iy AUTOMATIC START OFF) x | OW SUMMARY PUNCH-MAJOR = | | | = 
POF | [ON Tx [AUTOMATIC CONTROL. I NTERMEDIA | Noxail x esur, HAMMERLOCK CONTROL Pe Siti SMELT OTCF 5% L 
ofr] _ fon | x AUTOMATIC CONTROL- MAJOR INO. X x |x ] SELECTIVE LIST CARRIAGE OVERFLOW ~» @S3 18 ~ 
ore Ton x | FINAL TOTAL } orr | x § ON COMPLEMENT SUMMARY PUNCH! OFF On | x | CARRIAGE EJECTION INTERLOCK | = «®eG = 
OFF | ON |X J AUTOMATIC TOTAL MINOR | On |X | GANG PUNCH FF On | x ] STOP HOPPES *28%*t ak 
OFF On [x | AUTO TOTAL-INTERMEDIATE-maJ OFF on |x | summary PUNCH or] x | on STOP. INTERMED LATE » Seow 2 wl 
OFF ON |x | AUTOMATIC TOTAL LAST CARD | ore |x | On SUMMARY PUNCH. INTERMEDIATE OFF] x | ON STOP-MAJOR > = sak = 
l Fgisecdg 
= « MO 
APPROX IMATE SORT ING RE PRODUC ING SANG PUNCH TABULAT ING SUMMARIZING COLLATING TOTAL ; rs Py 2s 
3 227323 
weaat) 1 HR NONE NONE 1 wR 0. 2 


Every tabulating operation is covered by a manual outlining machine procedure step by step. 
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ings and payout based on cost of equipment 
and installation; reference to indexed sec- 
tion of report for complete detail; proposal 
to make installation; expression of apprecia- 
tion for assistance; request for approval. 

The reasoning for this synopsis is to give 
Management the complete story without 
their being required to read the entire re- 
port. Unless they question certain state- 
ments made in the summary letter, their 
approval or disapproval can be determined 
from the information in this briefed form. 
Generally, the office manager or chief clerk 
will study the report and discuss it with his 
management—and any exceptions to the 
recommendations from an operating view- 
point will be directed to his attention. 


(2) The summary letter is followed by indexed 
sections, each of which is a detailed account 
of the analyst's findings regarding that par- 
ticular section. These section titles vary 
with the type of survey. 


(a) When several divisions or offices of an 
organization are involved the report 
is indexed by division or office. The 
discussion on each of these sections 
follows a fixed pattern, i.e., 


Present and proposed organization 
(proposed organization to outline ma- 
jor functions for each job classifica- 
tion) . 


Proposed manpower saving through 
reduction, transfer, etc. 


General discussion of findings with 
“before-and-after” comparisons. Re- 
late those changes in procedure which 
were made during the survey. 


Recommendations. 


General—includes commentary on 
miscellaneous subjects. 


Following the division or office section, a summary 
of the entire report should be indexed as follows: 


Recommendations 


Personnel and Manpower (in chart 
form) 


Office Machines and Equipment 


Space (if not important, include in 
the General Section) 


Savings 


Installation Plans and Cost 
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Payout (based on cost of equip- 
ment and installation) 


General 
Exhibits, Forms, Charts, Graphs 


To provide ready reference to the 
exhibits, paste each one on the out- 
side edge of a blank, reports - size 
sheet of paper and fold the exhibit 
to the report size. When reading, 
the report exhibits may be opened 
to lie alongside the written matter. 


(b) A report covering survey of a single 
office or function is arranged in sec- 
tions as follows: 


Summary Letter—as described in 
“1,” above 


General Discussion—should be par- 
agraphed, with appropriate subhead- 
ings as outlined in “ (a) ,’”’ above 


Recommendations 


Personnel and Manpower (in chart 
form) 


Office Machines and Equipment 


Space (if not important, include 
only in General Discussion) 


Savings 
Installation Plans and Cost 
Payout 


Exhibits 


The report is to serve as the selling agent of the 
analyst’s proposals and recommendations. It must be 
factual, complete, in orderly sequence, and the con- 
tents should be presented in a clear and concise fash- 
ion, as outlined under “Tentative Form of New Pro- 
cedure and Recommendations.” 

Enclose each copy of the report in a suitable folder 
properly labeled. A letter of transmittal should in- 
clude the names of the survey crew and offer any 
further assistance necessary in helping management 
reach a decision. It should also recommend that in- 
stallation of the new methods or procedures be made. 
or at least supervised, by the analyst who made the 
survey. 

Written Procedures. All offices and job assignments 
have need for a written procedure covering each func 
tion performed. Accounting Manuals define what is 
required, but do not, in most instances, go into the 
actual procedure of how it should be done and who 

(To page 84) 
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Card drawer for 3x5, 4x6, 
(cap. 3,000) or flat or check 
: | i filing. Two letter drawers— 

si = Bee ball bearing—compressor— 
: S— | | non suspension. Strong com- 
bination lock. Safety vault. 
Stationery supply storage 
section — welded shelf, out- 
side door. Comes complete 
with lock and keys on stor- 
age door. 


Secret | Storage 
Outside Dim Section| Section 


HEIGHT}34” |121/."| 17" 


WIDTH |27” [111/,"| 1114" 


DEPTH |16" |16" | 16” 


HEAVYWEIGHT 89 LBS. SHIP. WT. 
CBI-C (LEGAL SIZE) ALL DIM. AS 
ABOVE, EXCEPT WIDTH, 30”. 

AVAILABLE IN GREEN OR GREY, 
INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS, $9.90 EXTRA. 


PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 
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OWN SECRET 
COMBINATION 


F | 


Three letter drawers — ball 
bearing, compressor, non 
suspension. Strong combina- 
tion lock. Safety vault. Sta- 
tionery supply storage sec- 
tion — welded shelf. Comes 
complete with lock and keys 
on storage door. 


Secret |Storage| 
Outside Dim. a 


HEIGHT | 40" | 121/,) 23” 


WIDTH | 27” | 111/,1111,” 


DEPTH | 16"| 16" | 16° 


PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 


HEAVYWEIGHT 105 LBS. SHIP. WT. 
CB2-C (LEGAL SIZE) ALL DIM. AS 
ABOVE, EXCEPT WIDTH, 30”. 

AVAILABLE IN GREEN OR GREY, 
INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS, $9.90 EXTRA. 


MAY BE USED FOR NEWSPAPER MAT 
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OWN SECRET — 
COMBINATION 


iti 


2 card drawer for 3x5, 4x6, 
(cap. 6,000) or flat or check 
filing. Two letter drawers— 
ball bearing—compressor— 
non suspension. Strong com- 
bination lock. Safety vault. 
Stationery supply storage 
section — welded shelf, out- 
side door. Comes complete 
with lock and keys on stor- 
age door. 


Secret |Stor 
Outside Dim. Section | Section| 


HEIGHT | 40” | 121,"| 23” 
WIDTH | 27” | 111.1111.” 
DEPTH |16"| 16” | 16” 
HEAVYWEIGHT 105 LBS. SHIP. WT. 
AVAILABLE IN GREEN OR GREY, 


INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS $9.90 EXTRA. 


PRICES 20% HIGHER ON WEST COAST 
AVAILABLE FOR IMMEDIATE DELIVERY 
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NEW HOME OFFICE BUILDING 
occupying a full city block and containing six stories, 
has been dedicated by the Pan American Life In- 
surance Co. at New Orleans, La. Of special interest 
is the design of the general office floors. In these 
areas, employees work in an atmosphere of complete- 
ly uninterrupted visibility and physical access, through 
the absence of almost all structural or portable parti- 
tioning. The Globe-Wernicke Co., Cincinnati, Ohio, 
was ch as supplier of desks in several styles for 


the 290 employees in the general working offices. 
Shown here is the medical clerical department office. 


TIME-SAVING WARDROBE UNITS 

When the new home office building of the Farmer's 
Mutual Insurance Co. in Madison, Wis., was finished 
recently, one of the most satisfactory features was 
the roomy, well-planned ladies' wardrobe room (shown 
here). The room is furnished with 20 Serv-Mor Ward- 
tobe Units, with a rated capacity of 36 garments per 
unit, each garment utilizing less than !/3 square foot 
of floor space. To check the planned efficiency of the 
new room, 325 people were timed during the process 
of walking into the room, getting their garments, and 
leaving. It took only | minute and 25 seconds. The 
Serv-Mor unit illustrated is the F-42. It is manufac- 
tured by Appliance Products Co., 2034 Jenifer St., 
Madison, Wis. 


MUSTERED OUT 

When an old-soldier finally is forced to lay down his 
musket and pick up a gardening trowel he does so 
with sadness. A billing machine can hardly feel the 
same emotion, but the people who have used it for 
year after year become attached to the faithful old 
object and relinquish it to a modern successor with 
reluctance. Shown here is a 1903 Elliot Fisher ma- 
chine being mustered out at McClellan Air Force 
Base, Sacramento, Calif., by Ist Lt. Robert J. Finnigan 
(left), McClellan supply officer, and J. A. Schott, 
warehouse superintendent. Mr. Schott first saw the 
old billing machine in action at Rockwell Field near 
San Diego, Calif., in 1919. "Old Bill" is still service- 
able, but is making way for faster electronically 
operated equipment. 


NEW ADDITION 

American Radiator and Standard Sanitary Co. re- 
cently opened a new addition, the third since 1900, 
to its New Orleans Branch House, that city. This is 
the oldest branch of the firm. The single story struc- 
ture contains 50,000 square feet of floor space. The 
desk, chair and table installations were supplied by 
the Globe-Wernicke Co., Cincinnati, Ohio. 
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NEW BELL & HOWELL PROJECTOR 

A new I6mm motion picture projector which records 
and plays back sound by means of a strip of mag- 
netic material on the edge of the film has been 
introduced by Bell & Howell Co., 7100 McCormick 
Rd., Chicago. The new projector, which plays con- 
ventional sound films as well as making and playing 
magnetic recordings, costs $699. The company has 
also developed a process called Soundstripe to per- 
manently coat film for magnetic sound. When film 
is projected, sound can be recorded and "stored" 
on the magnetic stripes, ready for instant playback. 
Commentary can be erased and re-recorded an un- 
limited number of times. Shown here is salesman 
preparing for an important call. When he shows his 
company's selling film, the magnetic sound track will 
mention the cusomer's name, tell how the product 
or service will help solve his problems. 


GLOBE-WERNICKE 7-UP INSTALLATION 
The main office of 7-Up Bottling Co., St. Louis, Mo. 
is shown here with its installation of Globe-Wernicke 
Streamliner desks. At the rear left is the conference 
style desk with overhanging top. Flat top typewriter, 
as well as flat top executive model desks are in the 
foreground. The Globe-Wernicke steel desks have 
molded tops and island bases with adjustable screw 
glides. All desks are gray. Aluminum chairs are 


covered in light green upholstery. 
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aK 
MASONITE PEGBOARD WALLS 


have been used extensively for both smart appearance 
and functionalism by Albert E. Sloan, Inc., in its new 
executive offices at 620 N. Michigan Ave., Chicago. 
Shown here is an example of the firm's self-promotion 
in its new reception room. Masonite pegboard, die- 
punched with thousands of holes, forms attractive 
walls on which are suspended the company's sales 
siory. Circular shields forming the background for 
individual items are tempered hardboard, painted red 
or black. Mr. Sloan, president of the firm, is pic- 
tured in front of the display. Masonite pegboard is 
manufactured by the Masonite Corp. 
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new things in the news 
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NEW PLASTIC DESK CHAIR 

A swivel desk chair especially suitable for office use 
has been added by architect-designer Charles Eames 
to the series of Zenaloy molded plastic chairs made 
by the Herman Miller Furniture Co., | Park Ave., 
New York. The flexible plastic shell is mounted on 
@ pivot plate which provides it with all the mobility 
of the old-fashioned swivel chair plus modern comfort 
and design. It is available in shell colors of elephant 
hide grey, greige, parchment, lemon yellow, sea foam 
green, red, dark blue, or neutral gray. Priced to 
retail at about $39.50. 


NEW ESTIMATING CALCULATOR 

for printing, which is made of Vinylite plastic rigid 
sheet and gives simultaneous answers to as many as 
six problems of copy-fitting, has been introduced by 
Fred W. Hoch Associates, 461 Eighth Ave., New York. 
Copy-fitting measurements, type-setting time and dol- | 
lars for machine or hand compostion and make-up 
and cost of selling estimates for any printing operation | 
are quickly calculated on this new calculator. Retailed i 
at $25, it's accuracy is permanently maintained 

through the dimensional stability of Vinylite plastic | 
rigid sheet. Dirt smudges, oils and grease are easily 
wiped off wtih a damp sponge, and the calculator 
will not warp at normal temperatures and humidity. 

Complete instructions for using the computer are 
printed on the back. 


ee Ae) 


*"MARK-ON" TAPE 
a new smudge-proof pressure-sensitive labeling tape 
for all-around office use, has been introduced by 
Tape Mark Co., 321 Cedar St., St. Paul, Minn. The 
new tape is designed for labeling files, file holders, 
special reports, drawers, notebooks, cards, notices, 
and other items of general office equipment. The 
tape's writing surface, located beneath a protective 
covering of transparent acetate film tape, permanently 
reproduces any message. Any blunt-pointed object 
may be used to write on the tape. It is available 
directly from the manufacturer in '/2 and ¥%-inch 
widths on 648-inch rolls. The '/2-inch size retails for 
$1.497 the %-inch size for $1.95. per roll. A plastic 
hand disp is included with each order. 
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new things in the news 


NEW ADDING MACHINE 

A new electric adding machine has been added to 
the line of Underwood portable typewriters and Lead. 
er adding machines. W. W. Steiner, Underwood's 
wholesale portable sales manager, in announcing the 
new machine, stated that it was developed in response 
to requests by dealers. Known as the Model 78 SP, 
this new Leader Adding Machine is available in 8 
column totalling capacity and will retail for $270, 
For additional information contact Underwood Corp,, 
| Park Ave., New York. 


NEW TELEX HEADSET 

specially designed to permit wearing all day without 
fatigue, has been added to its line by the Electro- 
Acoustic Division of Telex, Inc., Telex Park, St. Paul, 
Minn. The new Dynaset model with under-the-chin 
styling and light weight (1.25 oz.) gives day-long 
comfort to the wearer, says the manufacturer. Among 
additional features is a higher fidelity range, per- 
mitting more exact reproduction of highs and lows 
of both music and speech. The Dynaset is suitable 
for office transcribing machines, telecasting, radio 
monitoring, amateur radio, etc. 


DE LUXE PAPER-MATE PEN 
A deluxe model has been added to the Paper-Mate 
line of pens. It is being produced along with the 
Standard Paper-Mate pen at the 14,000 square foot 
plant of the Frawley Corp. in Culver City, Calif. The 
Deluxe Paper-Mate features streamlined design and 
an improved type of retractable mechanism activated 
by a button extending from the top of the barrel. 
No cap is needed. A touch of the button retracts 
the point. The special formula Paper-Mate ink is 
used in the new model. The Deluxe Paper-Mate re- 
tails at $1.69, while the Standard model is 97 cents. 

: Refills for either model are 49 cents each. 


NEW CARBON-FEEDMASTER 

for typewriters has been introduced by Carbon-Feed- 
master Co., 309 Henry St., Eureka, Ill. The new 
model, No. 313, is a carbon saving device which 
attaches to typewriters. It is ideal for use with elec- 
tric typewriters, since the mechanism can be actuated 
by the closing of a midget switch mounted under a 
dual carriage return key. The unit uses carbon in 
roll form. Its electric feed control mechanism per- 
mits the carbon to feed one-sixth of an inch for each 
line typed, regardless of the spacing of the typed 
lines on the form. The device also eliminates the 
necessity of collating or interleaving carbon sheets 
with master sheets. 
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PORTABLE REFRIGERATOR 
suitable for executives’ offices where some entertain- 


ing of customers, etc., is done, has been introduced 
by Astral Industries, Inc., Northvale, N. J. The re- 


ed to frigerator weighs about 60 pounds; works on AC or 
Lead. DC, any cycle, 6, 12, 24, 32, 110, 220 volts. It is 
vood's available in dual voltage, i.e., combination of any 
g the low voltage with either 110 or 220. The Astral comes 
Ponse in blonde mahogany and walnut finishes, as well as 
8 SP, standard white. It is completely silent and is approx- 
in 8 imately two feet square. The walnut finish model is 
$270. shown here. 
Corp., 


NEW CODE CALL SYSTEM 
whose purpose is to call to the nearest telephone a 
person who has not answered his own telephone, but 
who is on the premises, has been introduced by the 


ithout Signal Engineering & Mfg. Co., 154 W. 14th St., 
ectro- New York. The Wheelock code call box has a satin- 
Paul, like finish and is available in 20 or 40 call capacity. 
e-chin The transmitting mechanism is supported by a rigid } 
y-long steel frame, case is of molded black Bakelite, and 
mong coding keys are of ivory colored molded plastic, \ 
» per with code numbers engraved and filled with black 
| lows for easy reading. The system can be tied in with 
= existing public address systems if desired. 
io 
Mate NEW WHIRL-O-MATIC ASHTRAY 
th the the floor of which is a disc that revolves around a | 
» fect threaded plunger, has been introduced by the Arrow 
The Lamp Mfg. Co., 22 W. 19th St., New York. A light 
» one push down on the plunger instantaneously whirls stale 
Bvated cigarette odors, stubs and ashes into a hidden re- 
barrel. ceptacle below. Finished in bronze, pewter, green 
rivects and maroon, with brass trim, the table model retails 
ink is for $6.95; the floor model for $14.95; and the server } 
te re model for $19.95. } 
cents. 
; 
NEW DUPLICATING MACHINE 
-Feed- Print-O-Matic Co., Chicago, has expanded into inter- 
, hich national production of stencil duplicating equipment 
er * and has introduced a new, large size stencil duplicat- 
Ren ing machine, Model 4-A (shown here), incorporating 
ith many new and novel innovations in its price field. 
e@ new model is being manufactured in the firm's 
agel recently leased facilities in Holland. It is retailed at 
“ on 56, and handles all letter and legal size sheets as 
/ ver well as any sheet from post card size up. It is the 
ty the big brother of the Model A-2, in wide use since 1940. 
pes Further details may be obtained by writing to the 


company in the Merchandise Mart, Chicago. 
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thi I le 
new things tn the news few 
— The 
nounce 
profits 
REDESIGNED FILING CABINET return 
A completely redesigned 22-drawer filing cabinet The 
heads a full line of new 1952 tabulating accessory Syster 
office equipment being produced by Duro Consoli- thoriti 
dated, Inc., 8th Ave. and Edison Way, Redwood elimin: 
City, Calif. The new tab card file is higher than sopyin 
previous models, 545 inches, and permits storage pea 
of 90,000 cards. Width is retained at 20 3/32 inches ce he ‘ 
and depth at 28!/ inches, enabling the cabinet to return 
occupy less than four Square feet of floor space. make 
Corners have double th of sheet steel and turn a 
basic framework is of heavier stock. Drawers are Wit 
individual and full extension. Changes have also “work 
been made in Duro's 1952 drawer. An all-steel unit gover! 
with solid bottom and solid front, its depth now ; 
permits use of |/ inch index tabs. A complete 
catalog is available. 
NEW RECESSED DOWNLIGHT 
The new Silver-dot, a recessed downlight manufactured 
by Silvray Lighting, Inc., Bound Brook, N. J., is de- 
signed for pin-point lighting through an accurately 
controlled light beam. The unit provides glare-free 
a accent or special effect lighting for commercial and 
residential interiors. It uses a new 100-watt A-2I 
clear silvered-bowl lamp with effective output equal- 
ling or exceeding that of 150-watt reflector or pro- 
jector lamp. 
THE AJAX QUICK-SET 
especially designed for rapid change of numbers, 
letters, dates, etc., from one combination to an en- 
tirely different one, has been introduced by Ajax 
Time Stamp Co., 368 Broadway, New York. The 
machine has automatic ribbon feed and ribbon re- 
verse together with solid brass engraved wheels to 
ensure clear, clean impressions. Upper and/or lower 
die plates can be provided. Changeable word cylin- 
der can be supplied in place of the upper die plate. 
Figure wheels, letter wheels, barrel wheels can be en- 
graved with any reading matter. Additional informa- 
tion may be obtained by writing to the company for pense 
its catalog. out a 
The 
and ¢ 
THE DASHASTRIPPER They 
is the name of a new device for quickly stripping facsir 
plates and cards from addressing machine frames. The Th 
Dashastripper is made from a new plastic, Dow's orinte 
475 Hi-lmpact. The finish is black with gold emboss- th 
ing. The rubber gripper is made from a specially hoa 
compounded gum rubber thaf will not react to the cates 
chemicals in ink. Dashastripper is retailed at $3.50 being 
each postpaid anywhere in the U. S. and is manu- can b 
factured by Dashew Business Machines, Inc., 847 Us: 
N. La Cienega Blvd., Los Angeles, Calif. A year ceeds 
ago the company introduced Dashaplate, made of a opaqt 
new plate material, Formula 916, an alloy that com- sheet 
bines the ductility of zinc, the hardness of steel, et 
and the lightness of aluminum, according to the hi ‘ 
manufacturer. ~idbe 
Brun 
both 
use. | 
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New Tax Return System 


The Charles Bruning Co., Inc., Teterboro, N. J., has an 
nounced a completely new system for preparing excess 
profits tax returns, corporation tax returns, fiduciary tax 
returns, personal income tax returns, and many others. 

The new procedure, entitled “the Copyflex Tax Return 
system,” was developed with the cooperation of tax au- 
thorities representing accounting and banking groups. It 
eliminates all expensive statistical typing and all chance of 
copying errors. It saves hours — even days — required by 
ordinary procedures that call for a stenographer to type the 
return (often several times to obtain the needed copies) 
make carbon copies, and proofread and correct the tax re- 
turn and copies. 

With the Copyflex system, the accountant’s so-called 
“vorksheet” can be the actual return that is filed with the 
government. From it, and at a minimum of time and ex- 


Bruning Copyflex Model 50 


pense — the accountant obtains all necessary copies with- 
out any typing, proofreading, or manual recopying. 

These vital copies are obtained in a matter of seconds 
and cost only an average of 2 cents per sq. ft. for all costs. 
They are top quality, positive, errorproof, smudgeproof, 
facsimilies of the tax return. 

The key to this system is a newly conceived tax form 
printed on translucent paper stock. Developed by Bruning, 
the new tax form is an exact duplicate of the standard form 
except that it is printed on one side only, the other side 
being blank. These new forms are not sold by Bruning, but 
can be obtained from several printing concerns. 

Using this “one printed side” form, the accountant pro- 
ceeds as usual to fill in all required figures, writing with 
opaque ink. However, instead of this form being a “work- 
sheet” as formerly, it is now the actual return, as he does 
not need to have it typed to obtain copies for his client and 
his records. The required copies are made quickly by a 
Bruning Copyflex (Model 50 machine shown here) and 
both the copies and the original are available for immediate 
use. If there is a possibility that additional copies may be 
needed in the future, one copy — called an “intermediate” 
—can be made on Copyflex translucent paper stock. This 
can be used whenever it is necessary to make additional 
copies. 

If the accountant desires to have the tax return typed, 
the same procedure is followed and will provide copies 
much faster ‘than if the typist found it necessary to align 
old sized carbon paper and unwieldy tax forms in her 
typewriter: 


New German Adding Machine 

Komet Rechenmaschinen GMBH, Frankfurt, Germany, 
has anounced the Model SK “Komet,” a compact, portable 
adding machine. Made in the U .S. Zone of Germany, the 


SK Komet has a height of less than 5 inches, with a base 
6% inches long and 534 inches wide over-all. It weighs less 
than 5 pounds. Rapid in operation, it does direct subtrac- 
tion and has a visible checking system for verifying items 
as entered and also comulative total. 

Walter S. Arnstein, 1 W. 47th St., New York, a general 
distributor for Safeguard Corp., has been appointed repre- 
sentative in the U. S. for the SK Komet. 


A Statement from Pitney-Bowes 


In response to press inquiries prompted by an Associated 
Press dispatch February 13 from Washington, reporting 
that the Justice Department's anti-trust division has begun 
investigation of a complaint against Pitney-Bowes, Inc., the 
details of which complaint the department did not divulge, 
Walter H. Wheeler, Jr., the company’s president, made the 
following statement: 

“We are glad to cooperate with the Department of Justice 
in their investigation. Such investigations have become rou- 
tine throughout American industry and represents a neces- 
sary policing of our econqmic system to see that the ave- 
nues of competition are kept free and clear. We have been 
officially advised that this particular investigation concerns 
the entire metered mailing machines industry, not merely 
Pitney-Bowes. 

“While the investigation has been under way here for 
about ten weeks, we have not as yet been advised of any 
specific complaint. However, in the case of any concern 
such as ours, doing business over more than 30 years, with 
well over 100,000 customers, it seems inevitable that some 
complaints be made, and, if so, they should be looked into. 

“Pitney-Bowes has earned its position in American indus- 
try today entirely on merit, by producing fine products and 
rendering fair and efficient service. I know of no way in 
which the company is in violation of the anti-trust laws.” 


Financial Report 


An increase in sales, operating profit before taxes and in 
net profit for 1951 was reported recently by The Gray 
Mfg. Co., Hartford, Conn., producer of electronic dictating 
equipment. 

Sales and other income for 1951 amounted to $5,898,915 
as compared with $4,278,937 a year earlier. Operating 
profit before taxes was $1,100,899, equivalent to $4.98 per 
share of common stock. The comparable figure for 1950 
was $767,549 or $3.54 per share. 

Net profit in 1951, after provision for estimated taxes, 
was $406,049, or $1.84 per share, a slight increase over the 
1950 net profit of $397,008, or $1.83 per share . 


Dictaphone Financial Report 

Dictaphone Corp. and its Canadian subsidiary, Dicta- 
phone Corp. Ltd., in 1951 earned $1,297,535, including a 
cash dividend from its British subsidiary, or $9.25 a com- 
mon share, President C. K. Woodbridge said in the annual 
report mailed recently to stockholders, employees and cus- 
tomers. 

Sales of dictating machines, service and accessories ex- 
ceeded $21,000,000, an alltime high, causing Dictaphone to 
surpass its previous record year of 1950 when earnings 
were $1,175,135 or $8.39 a common share. 

Dictaphone Co., Ltd., the firm’s British subsidiary estab- 
lished in 1947, also enjoyed a successful year. Manufac- 
turing the electronic Time-Master for sale in England, 
Canada and other countries, these English facilities have 
helped maintain a high volume of foreign sales, the report 
states. e 

Record domestic sales of the Time-Master dictating ma- 
chine have kept factory operations at a high level. While 
production on defense contracts was started, total defense 
billings as related to regular products dollar volume, were 
not large, but will be a bigger factor in 1952, the report 
explains. 

The report comments on the fine relations with Bridge- 
port, Conn., factory employees and all others in the sales- 
service organization throughout the country, pointing out 
that during the past year $137,585.was set aside’to be added 
to a trust fund for the Employees’ Retirement Plan. 
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COMING EVENTS 


Controllers Institute 
April 20-22 
Eastern Spring Conference 
Berkeley-Carteret Hotel, 
Asbury Park, N. J. 


Society for Advancement of Manage- 
ment, Inc. 
April 24-25 
7th Annual Time Study and 
Methods Conference 
Hotel Statler, New York 


Life Office Management Association 
Conferences 


May 26-27, 1952 
Broadmoor Hotel 
Colorado Springs, Colo. 


September 22-24, 1952 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


May 25-26, 1953 
New Ocean House, Swampscott, Mass. 


September 21-23, 1953 
Netherland Plaza Hotel, Cincinnati, O. 


British Industries Fair 
May 5-6 
London and Birmingham, England 


National Electrical Manufacturers 
Association 
May 6-9 
4th International Lighting Exposition 
Sponsored by The Industrial and 
Commercial Lighting Equipment 
Section, Cleveland Auditorium 


Controllers Congress 
of the National Retail Dry Goods 
Association 
May 26-29 
Annual Convention 
Hotel Roosevelt, New York 


The International Organization 
for Standardization 
June 9-21 
Triennial Meeting 
Columbia University, New York 


Accounting Division 
of the Association of American 
Railroads 
June 10-13 
58th Annual Convention 
Book-Cadillac Hotel, Detroit 


National Office Management 
Association 
1952 Activities 


April 18 
Methods Clinic 
New Orleans, La. 


April 25-26 
Area 2 Conference 
Chalfonte-Haddon Hall, 
Atlantic City, N. J. 


May 18-22 
NOMA’s 
33rd International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Fairmont Hotel and Civic Auditorium 
San Francisco, Calif. 


June 30-July 1 
Methods Clinic 
Dallas, Tex. 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


e | 


Systems and Procedures Association 
oi America 
October 20-22 
5th Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


National Business Teachers 
Association 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


“Office Salaries—Survey Summary 
No. 12, 1951-52” has been published by 
the National Office Management Asso- 
ciation, 132 W. Chelten Ave., Philadel- 
phia, Pa. The 32-page booklet con- 
tains the regional totals, salary aver- | 
ages by cities, corollary information, 
and benetits. The new statistics cover 
25 jobs, 84 cities, more than 3,300 com- 
panies, and more than 301,000 em- 
ployees. 


The 4th International Lighting Ex- 
position and Conference, sponsored by 
the Industrial and Commerical Light- 
ing Equipment Section of National 
Electrical Manufacturers Association, 
anticipates a large attendance at the 
May 6-9 event in Cleveland Audi- 
torium. 

Regional attendance committee 
chairmen for the exposition were re- 
cently appointed. 
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PEOPLE IN THE NEWS 


ee 


Royse Akin has been appointed ; 
head the New Orleans, La. office ¢j 
Diebold, Inc., national manufacture; 
of office record systems, protection ap/ 


microfilm equipment. His new duties 
will include supervision of the sales 
force and related company activities i 
the New Orleans area. 

A company spokesman pointed ow 
that the appointment of Mr. Akin is an 
example of the firm’s continuing pro- 
gram of promoting personnel from 
both direct and dealer organizations ty 
positions of greater responsibility a 
they become qualified. 


James F. Brelsford has been ap 
pointed service manager of Burroughs 
Adding Machine Co’s recently estab- 
lished Paterson, N. J. branch, accord- 
ing to C. A. Baker, general service 
manager. 

Mr. Brelsford comes to Paterson 
from Rio de Janeiro, Brazil, where he 
has been branch service manager. He 


James F. 


Brelsford 


joined the Burroughs organization i 
Chicago in 1928 and was a servicemai 
in Chicago, Denver and Dallas until 
1938, when He was appointed Super 
visor of Mechanical Research in the 
Dallas Branch. He was appointed set- 
vice manager of Burroughs’ Little 
Rock branch in 1943. He served in the 
home office in Detroit from 1944 until 
1947 when he was transferred to Chi 
cago as assistant service manager. He 
went to Rio de Janeiro from Chicago 


(To page 70) 
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aa The Bist and only cellophane tape 


service 


wie “ sp¢cially designed for commercial use! 


here he 
ger. He 
p= the ‘office-worker’ you’ve been waiting for. It’s Blue 
Tab Long-Length TExceét Cellophane Tape...and it’s ‘blue- 
A printed’ to do a full-time job in your office. 
It sticks to the job tighter because of a new adhesive formula. 
And a special ingredient used in production gives it ‘engi- 
neered-release’ from backing. That means practically no 
mes F, breakage. 
nletend Specify Blue Tab Long-Length TEXCEL... designed for better 
satisfaction...and its long length makes it more economical 
for departments that are heavy users of cellophane tape. 
Comes in 1296” length rolls and 2592” length rolls. 
ution in 
yiceman 
is until 
Super- 
in the 
ted sef- 
in th THIS STREAMLINED CELLOPHANE TAPE 
44 until TAPE-SAVING DISPENSER 
~ = is essential for easy and / / 
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with TEXCEL TAPE designed for desk use! 


Se ae ae La el lll lll lll elU— 


1296” rolls of Texcet Cellophane Tape are ideal for general 

distribution around the office. Handy . . . takes up very little 

space . . . and is perfect for filing . . . for mending . . . for small 

packages. For the tape that goes a long way — specify TEXCEL 
4 Cellophane Tape. 


TEXCEL cécomuane mare 


INDUSTRIAL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 
Also makers of a complete line of PERMACEL® pressure-sensitive tapes for industry. 
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Equipment 
Roundup— 


This month — Fans, air condi- 


tioning units and water coolers. 


Directory of Manufacturers on page 68. 


AIR CONDITIONING is celebrating its fiftieth anni- 
versary this year—a year which has already seen manu- 
facturers in other fields trim production schedules or 
product lines and commence to look around for substi- 
tutes for critical materials. The air conditioning, fan 
and water cooler industries are found to be in the 
same situation. What has helped air conditioning 
manufacturers has been Washington’s view that the 
larger installations have a high degree of essentiality 
in industry. Allotments of copper tubing and alumi- 
num have been adequate for certain types of large 
conditioners but cut back on small types. But in spite 
of this a competent spokesman for the industry sees 
a big year for window type air conditioners. 


The Diehl Mfg. Co. line of fans and air circulators is 
reported to be intact. A recent addition to the line is the 
Table Air Circulator which combines the functions of a 
general utility table with that of an air circulator. Measur- 
ing 17 inches high with a top 16% inches square, this air 
circulator provides large volume, well diffused air move- 
ment, and is quiet in operation; has a dust-proof totally 
enclosed motor of shaded pole induction type; causes no 
radio or television interference, has four aluminum blades 
with a 12-inch diameter. Convenient control switch can be 
set for high, medium and low speeds. The Table Air Cir- 
culator is available in genuine mahogany, walnut or blonde 
oak; has a %-inch raised table edge which permits covering 
the surface with glass, tile or linoleum if desired. Aproxi- 
mate speed at high-speed is 1500 r.p.m. At this speed the 
fan will move 3300 cu. ft. of air per minute. 


The Emerson Electric Mfg. Co. reports that its line is 
substantially the same for 1952 as it was last year. This 
company has developed several new fans, and at the same 
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A Hunter Fan & Ventilating Co. model 


time seem to have discontinued other models. In these 
instances, such discontinued models will be available until 
present stocks are exhausted. 

New with Emerson is the Electric Portable Circulator- 
Window Fan. This unit is adjustable in height, and affords 
model has four 16-inch overlapping blades. Motor is quiet; 
Once-a-season lubrication; delivers 3750 to 2275 cu. ft. of 
air per minute three feet from fan. This is a two-speed 
fan which comes on a wheel stand, one of its purposes 
being to wheel it up to an open window to be used as an 
exhaust fan. This model sells for $79.95. 


The General Electric Co. describes the Twin Fan Ven- 
tilator, one of its newer models of fan, which can be set 
in a window to suck cool air in or force hot air out of a 
room. The unique feature of the fan is its automatic con- 
trol. Having set a control dial, the user can go about his 
business as the double fans circulate the air until the tem- 
perature drops to the selected degree, at which point it 
shuts off automatically. However, if the room temperature 
rises the fans automatically turn on again. Each fan can 
be swung around independent of the other to deliver a 
breeze in any direction. The entire unit can be used as a 
circulator or exhaust fan; it fits in double-hung or case- 
ment windows that are at least 17 inches wide. Has three 
speed switch, with top speed delivering 3450 cu. ft. of air 
per minute three feet from the fan. 

General Electric also has a new 12-inch floor circulating 
fan with twin blades which give whole room air circulation. 
This company describes the unit as a hassock fan that sets 
on the floor and delivers a breeze 16 feet in all directions. 
This, too, is a three-speed fan, delivering 6300 cu. ft. of air 
per minute three feet from the center of the unit. The 
hassock fan has not yet been priced, but it will be produced 
this year in limited quantities. 


Hunter Fan & Ventilating Co. reports that current emer- 
gency conditions has caused it to eliminate or curtail pro- 
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Model 


An Emerson Elec- 
tric Portable Cir- 


culator Model A Hunter Fan Model! 


duction sharply on models of oscillating fans. Delivery 
dates have been extended on items “temporarily out of 
production due to materials shortages.” Hunter points out, 
though, that if components become available these models 
will go back into production. 

“To lengthen the life of our products now in use,” Hunter 
says, “we are establishing additional service stations 
throughout the country. Our parts and service department 
is working closely with these and our various outlets.” 

Hunter makes the Zephair Line of counter and floor type 
fans. The 12- and 16-inch models are designed for home 
or office use. They are equipped with wide, polished alumi- 
num blades, and totally enclosed three speed motor. They 
are easily adjusted for wall mounting. The Hunter Floor 
Fan gives full 360 degree air circulation. 


Ilg Electric Ventilating Co. describes its standard type 
Propeller Fans which the company reports are readily avail- 
able for office application from its distributors’ warehouses 
all over the country. This line is built in sizes from six 
inches up to 42 inches, and is available in speeds that assure 
quiet running for office use. 

“Present conditions have caused us to withdraw for this 
season our Ilgdulaire line,” the company reports, “Although 
there are still a few available in wholesalers’ stocks.” Other 
Ilg fan lines seem to be in good shape, including the 
Type Q Line. Type Q is a self-cooled motor propeller 
fan that is direct connected, motor driven ventilating fan. 
Ilg builds the entire unit, including motor, under one roof. 

Ilg reports it is now using lifetime sealed ball bearings 
on maintenance as far as the motor is concerned. 


Kisco Co., Inc., reports that its production has been cut 
to 58 per cent of its normal level. Along with this, one 
model has been discontinued for the present time. This 
model is identified as the Whirlaway. All models in the 
company’s floor model air circulator and window fan line 
are still available for general office purchase. Kisco points 
out that its present inventory will be very helpful in meet- 
ing most of the demand during the coming warm weather 
season, 

Kisco points to its Regal-Aire, a streamlined all-steel 
air circulator, which is finished in a choice of Tyrolian 
green, fawn or office grey. This floor model air circulator 
is equipped with heavy-duty three-speed motor and deep- 
pitched twelve-inch blades for maximum efficiency and 
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A General Electric 


Kisco Regal-Aire 


W. W. Welch Air 
Flight 


O. A. Sutton’s 26F 


Lakewood’s F-12 


quiet operation. 
15% inches. 

“We have not found it necessary to extend delivery dates 
on any models,” Kisco says, “however, because of the un- 
certainty of the present situation we are guaranteeing de- 
livery only on orders placed for shipment prior to Febru- 
ary 15th. 


Over-all dimensions of Regal-Aire are 


Lakewood Engineering & Mfg. Co. announces a new 
floor circulator for office use identified as Model F-12N. 
The fan is designed to fit the decor of modern office furni- 
ture; all steel construction; protective grill covers 12-inch 
wide flare blade; knob control for three-speed adjustment. 
Speeds are 1550, 1150, or 850 r.p.m. Delivers 2,000 c.f.m. 
This fan has a Redmond 100-volt AC motor, has 12-foot 
cord to assure ease and mobility; each leg is rubber-tipped. 


Superior Electric Products Corp. makes a variety of ac- 
cessories such as toasters, waffle irons, fans and heaters. 
The company reports that its present fan program calls 
for a considerable reduction in output for 1952 because of 
limited copper and aluminum. Even so, Superior does 
not anticipate difficulty in meeting shipping schedules, at 
least, for the near future. The company has its doubts, 
though, about availability of its products toward the close 
of the fan season. 

Superior describes its Model 1201, 12-inch oscillating fan 
which has an on and off switch, and operates as an oscil- 
lator for a stationery fan. Has a heavy-duty four-pole 
motor with oversize bearings for quiet operation. Has a 
smooth streamlined steel base electrically welded bright 
finish fan guard. Has air delivery of 1,000 cubic feet per 
minute at 1650 r.p.m. voltage is 110-120 AC only, 60-cycle, 
80 watts. Superior also has a 10-inch fan and a small 
eight-inch stationary model. 


The O. A. Sutton Corp. has entered the air conditioning 
field. In the face of current material restrictions this com- 
pany is limiting its air conditioning unit production to a 
¥% HP model for the time being. Among the leading fea- 
tures of Sutton’s Vornado Air Conditioner are its styling 
and the circulation afforded by it in addition to the normal 
mechanical cooling expected from an air conditioner. Twin 
air directors permit channeling the cool air in any direction 
or in two different directions at the same time without 
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What do your 


$10,000 A-Year-Men 


think about in Hot Weather ? 


T’S hard for even a hard-driving executive to con- 

centrate on hot, sticky days. You can stop this waste 
overnight, by installing a Fedders Room Air Condi- 
tioner. It costs less than a good desk and chair! 


The handsome, compact Fedders unit fits in the window, 
plugs in like a radio. No pipes, ducts or building 
alterations. Fedders is a complete electrically refriger- 
ated air conditioning system. It cools the air... cir- 
culates and ventilates with never a draft. Fedders 
wrings out excess moisture — up to 30 quarts a day. 
Exclusive Oversize Twin Filters screen out dust, dirt 
and pollen. Relieves hay fever... keeps offices clean. 


Ihere’s a Fedders Room Air Conditioner for every size room 
and every need. Look in the Classified Directory under 
“Air Conditioners” for the name of your Fedders 
dealer. He'll be glad to show you Fedders in action - 
with more important exclusive features than any other 


fedders” 


A GREAT NAME IN COMFORT 


MAIL THIS COUPON TODAY! 


FEDDERS-QUIGAN CORPORATION 
Dept. OM-2, Buffalo 7, N. Y. 


C) Please send me your interesting 16-page booklet on Fedders 
Room Air Conditioners, plus specifications and installation data. 


© Please have yout representative call. 
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A General Electric Dual 
Model 


drafts and with penetration up to 30 feet from the unit. 
The company points out that the Vornado Air Conditioner 
extend only 9% inches into the room, has variable cooling 
control from 8800 BTUs per hour to 7000 BTUs which 
allows the utility of maximum cold on dry arid days and 
maximum humidity control for moisture removal on humid 
days. 

Sutton reports that it is currently able to make immediate 
delivery on any model in its line of Vornado fans. The 
company does not contemplate the discontinuance of any 
other models this year, although it points out that several 
models which require the most steel may very well be 
limited in production during the second quarter of the year. 
The Sutton Co. points out that the models most frequently 
used in offices are the pedestal type, desk type in their 
range of various sizes, and the table top model. 


The Vornado line of fans seems to have been expanded 
to include a reasonably broad line of exhaust fans for win- 
dow or wall installation, and a new type of table top air 
circulator. This last, identified as model 26F has three 
speeds and can deliver 3000 c.f.m. The feature of the 26F 
is that the fan, located under a low table can be tilted to 
deflect the air in any direction. 
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Carrier Corp. offers a complete line of room air con- 
ditioners from 1/3 to 1% h.p. for office use, and of self- 
contained Weathermakers from 3 to 15 h.p. for condition- 
ing larger spaces and suites of offices. 

“Year-round production and careful use of scarce mate- 
rials has made it possible for Carrier to manufacture a 
fairly substantial quantity of equipment over this extremely 
wide range of sizes and applications,” the company reports. 

Officials of this pioneer air conditioning firm have just 
announced a new low-priced 1/3 h.p. window sill room air 
conditioner embodying the same engineering, construction, 
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An Ilg Electric Model 


A Superior Electric Model Diehl’s 12F16 


W. W. Welch Co. reports that current emergency con- 
ditions have not caused it to shorten its line of fans ang 
air circulators. For ten years the Welch Co. has been 
producing two models of floor type circulators identified 
as the Air Flight. Delivery dates have not been extended 
on these models. 


Westinghouse Electric Corp. has introduced a 16-inch has- 
sock-type floor fan which can circulate 2700 cubic feet of 
air a minute without creating a draught. 

Five curved rings which constitute the lower part of the 
fan help establish the unit’s high air delivery. These “air- 
injector rings” change the direction of air entering the fan 
from the side, so that it joins the upward flow of air 
smoothly, with the least amount of turbulance. 

The fan has four Micarta blades which move the air up 
through the fan to a deflecting cone which sends it out 
through a grilled area around the top of the unit. The 
new floor fan moves the air uniformly in all directions with- 
out any draught. Called the “Debonaire,” the fan is fin- 
ished in two-tone baked-on finish and chrome. It operates 
quietly, stands 20% inches high and weighs 45 pounds. It 
will sell at a suggested retail price of $54.95, and will go 
into national distribution immediately. 


Frigidaire Div., General 
Motors Corp., window 
model 


and appearance standards featured in Carrier’s established 
line. Developed to meet a growing demand for small office 
and other installations with lower cooling loads, the 1/3 
h.p. unit resembles Carrier’s larger models in every respect 
except price and capacity, including quiet hermetic com- 
pressor, heavy gauge cabinet, and five-year warranty. 
Other window sill models are available in %4, %, and 1 hyp. 
sizes. 

Two console type room air conditioner models in 1 and 
1% h.p. sizes are also featured in Carrier’s 1952 line. Op- 
tional water-cooled condensing may be obtained with the 
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Tools of the Office 


| hp. model for use in inside offices where a supply of 
air for condenser cooling is not easily available. 

All room air conditioners are being prodaced in a newly- “a 
developed pearlescent finish which harmonizes with any 7 -_ Ff ee ae aa . 
combination of room colors. Window mountings are fe 
equipped with a special weather-proofing to permit year- 
round installation. stis 

Carrier’s 1952 self-contained Weathermakers are supplied 
in 3, 5, 7%, 10, and 15 h.p. sizes, and can be applied either 
to plenum or duct air distribution. 

“The exclusive Carrier Humitrol, which provides greater 
dehumidifying action on excessively humid days, is avail- 
able as an optional accessory on window sill room air con- 
ditioners, and as a built-in feature of console room air con- 
ditioners and self-contained Weathermakers,” Carrier re- 
ports. 
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The Chrysler Corp.’s Airtemp Div. reports that its line 
is still intact. This includes six models of packaged air 
conditioners, two models of room coolers, an one dehumidi- 
fer. One of the air conditioners, the Model 1011, is de- 
scribed as a self-contained unit which has a cooling effect biscceet yillibamys tl or — 
equivalent to melting 11 tons of ice in 24 hours. It is ca- | é 


pable of cooling an average office of roughly 3300 sq. ft. in “you ad _.. poe? ees 


floor space. Walls of the unit are treated with sound | 


deadener, and careful attention has been given to sound | 
absorption and vibration isolation throughout the design. | 
It is ready for use after connection of the condensing ¢ool- | 
neral ing water lines, drain lines and electrical supply. 

Other features include a sealed compressor running at 
3500 r.p.m., return air grille equipped with cleanable type 
filter, two dynamically balanced fans automatic water reg- | 
ulating valve, built-in thermostate, and limit control, super- | 
finished moving parts, and factory installed internal wiring. | 

, A heating coil is available as optional equipment for year- | 
lished ; : : > , 
office round service; unit occupies 11.25 sq. ft. of floor space 
he 1/3 when installed. 

Chrysler Airtemp has recently prepared a new packaged 


a ne a 


me 


espect ans PEDESTAL | 
a air conditioner service manual for its dealers. In addition, MODEL 60P i 
resi it is encouraging its dealers to arrange with the user a 4 


1 hp maintenance agreement for periodic checking and adjust- 


ment of the air conditioner. DESK MODEL 38C 


__ Op ee oe eee dae gale eg THE O. A. SUTTON CORPORATION . 
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th the line, but that it has been caused to reduce its production, °. 0. ee eee mse 
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A Carrier Mode! 


: am the same manner as the automotive and appliance 
elds. 

“Models from 2 to 15 h.p. will be available in limited 
quantities this spring,” Curtis reports, adding that these 
packaged air conditioning units are designed to cool, cir- 
culate, filter and dehumidify the air in an office or similar 
space. “They forcibly introduce fresh outside air, they 
greatly increase office efficiency by providing comfortable 
working conditions, eliminating outside noise and dust. 
They are easy to install.” 


Fedders-Quigan Corp.’s line of air conditioning equip- 
ment includes window and console type units. Console type 
comes in two sizes—F-210 (1 hp) and F-215 (114 hp). 
These are complete, compact electrically refrigerated units 
which cool, dehumidify, circulate, ventilate, filter out dust, 
dirt and pollen from the air. Features include heavy duty, 
hermetic compressor; large copper refrigerant (Freon-12) 
sub-cooler which gives added cooling capacity; all units 
230 volts 60 cycle single phase. Heating system available 
optionally as accessory package. This is a fully automatic 
unit offering equalized heat. Capacity 7000 btu/hr. suffi- 
cient to temper ventilating aid in coldest weather. All units 
operate at 230 volts 60 cycle single phase. Fedders window 
type conditioners are available too. 


Frigidaire Div. of General Motors Corp. has recently 
brought out a new compact 7%-ton capacity self-contained 
air conditioner for average size retail stores, or general 
offices. In spite of its high capacity, the over-all package 
is only about as large as the average 5-ton unit. It meas- 
ures 40 inches wide, 28 inches deep, 8634 inches high, and 
is finished in harmonizing two-tone gray. The unit delivers 
2700 cubic feet per minute of conditioned air and has an 
air throw of 75 feet. 


“Installation and operation of the unit is simple,” the 
Division reports. “The complete mechanism is located in 
the compact cabinet. Electrical, water and drain connec- 
tions are all that are necessary. Simple controls are located 
behind a small access panel on the front of the cabinet. 
The simple on-off switch allows the user to manually 
control the unit, but the unit is designed to provide fully 
automatic room temperature by a control knob which is 
set for the temperature desired.” Features of the unit in- 
clude a permanent type cleanable aluminum mesh air filter, 
which cleanses all the air passing through the unit; adjust- 
able grilles on all four sides may be set to deliver the cool 
air wherever desired; a two-row steam heat coil for heating 
purposes available as accessory equipment. 

Frigidaire Division also has introduced a 1 h.p. room air 
conditioner for home or office use. This new model circu- 
lates cool, filtered, dehumidified, fresh air, has two separate 
rotary Meter-Miser refrigerating systems for selective cool- 
ing. Recessed control dial; a new grille detail with ad- 
justable louvers to direct air to any part of the room. 
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Models by Mitchell and Remington 


Mitchell Mfg. Co. reports full-scale production on thre 
new window type room air conditioners. The three ney 
models are % h.p., 4% h.p., and 1 h.p. units. The 19% 
Mitchell line is equipped with such features as weather 
dial which allows control of two adjusted levels of cooling 
and dehumidification together with control of ventilation 
and two speed air exhaust all at the turn of a single motor 
control switch and the Mitchell “Sound Muffler” which 
directs all air against a special sound absorbant material 
which deflects air to the room while. absorbing sound 
waves. This permits the unit to “operate at the lowest 
sound level of any air conditioner on the market.” Other 
features of the Mitchell 1952 line are the “Dyna-Cooler,” a 
refrigeration unit, which affords the “greatest cooling ca 
pacity of any other similar unit,” and the four direction 
air louver system at the front of the cabinet which allows 
cool air to be directed in any one of four directions, or all 
four directions at once. Another feature of the line is the 
Micro-filter, which “brings relief from hay fever and other 
airborne allergies.” The units are 16 inches high, 28 inches 
wide, and 38 inches deep, with a room projection from the 
window of 13% inches. Prices of the line are as follows: 
Half-ton model, $329.95; ton, $399.95. There are four other 
models with a price range of $409.95 to $479.95. 


The Remington Air Conditioning Div., Remington Corp. 
reports that it has begun full production of its 1952 line of 
room air conditioners. A new addition to the line is the 
new Remington Model 4 Roomette 1/3 h.p. unit. Housed 
in a furniture steel cabinet with Flemish oak louvers, down- 
flow draught-free distribution of conditioned air is pro- 
vided with no need for adjustments. 

The Remington line also features 1 h.p. and 1% h.p. de 
humidifiers. Each unit is designed for commercial and 
industrial use and for satisfactorily handling moisture re- 
moval in areas too large for the ordinary household de- 
humidifier. The balance of the 1952 Remington line in- 
cludes % h.p. and % h.p. window model air conditioners 
and 1 h.p. and 1% h.p. console models. 

“Remington will continue its significant feature of gen- 
uine dark mahogany or blood wood cabinets that are inter- 
changeable on all console models,” the manufacturer re- 
ports. Prices of the 1952 Remington line have not been 
announced, but are expected to be approximately the same 
as in 1951. 


Sturtevant Div., Westinghouse Electric Corp. reports that 
it has not as yet been caused to shorten its line of packaged 
self-contained air conditioning equipment. All models are 
still available for general office purchase and include types 
SU-2, 3, 5 and 8 h.p. models. The SU type is for installa 
tion within the space to be conditioned, and is enclosed in 
a compact cabinet. Type LU is also a completely self- 
contained unit, but for intallation in a remote or central 
plant location. Its ratings include 10, 15, 20 and 25 hop. 
In addition, of course, Sturtevant reports that it also has 
field assembled equipment for all ratings from the smallest 
to the largest building installation. 

Describing the SU Unitaire Conditioner, Sturtevant says 
that it has a hermetically sealed Freon-12 compressor, 4 
water-cooled condenser, a direct expansion coil and fam, 
all factory assembled into one space saving package. The 
Unitaire provides cooling, dehumidifying, air circulation, 
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Tools of the Office 


and air filtering for hot weather comfort and for certain 
industrial type or process applications. All year round air 
conditioning can be obtained by the addition of either steam 
or hot water heating coils and an outside air duct connec- 
tion for ventilation supply. Single unit installations can 
provide air conditioning for all types of commercial estab- 
lishments, offices, and factories. 

“We have not as yet had to extend delivery dates,” 
Sturtevant reports. “Factory stocks are currently available 
and, in addition, some distributors maintain their own 
stock. Availability of local stock, however, depends on the 
individual distributor.” 


The United States Air Conditioning Corp. says “The 
effect of current emergency conditions on production of 
window units has been to retard our production rate. This 
is because of material restrictions and shortages. However, 
no curtailment has been necessary as yet. Models still 
available for general office purchase are window units in 
the %4 and 3%-ton capacities. It is hoped that within the 
next year, the company will be able to expand to include a 
l-ton model as well. 

“Our Usairco window type room air conditioners are 
practically designed, efficient operating air conditioners 
which plug into house current and cool, dehumidify, filter 
and ventilate,” the company reports. “Units are powered 
by hermetically sealed compressor units which are guaran- 
teed for five years.” 

United States Air Conditioning Corp., speaking of its 
store conditioner models, reports that production has not 
been affected to date. In fact, the company reports, that 
its line has been broadened so that it now includes models 
with capacities of 2, 3, 5, 7% and 10 h.p. These models 
are available without any limitations at the present time. 
The company reports that on all air conditioning equip- 
ment, DO rated orders must be handled first. Therefore, 
in some cases, it may become necessary to extend delivery 
dates. Such occurrences have not been too frequent, the 
company reports. 


Walton Laboratories, Inc., makers of humidifying and 
air conditioning equipment, reports that the lines are still 
the same. Walton describes its cabinet model humidifier 
which includes motor-driven atomizer, water reservoir with 
visual water level indicator, and built-in humidistat for au- 
tomatic control. Sturdy metal cabinet has grained walnut 
or blonde mahogany finish to compliment the appearance 
of expensive office furnishings. Available in two sizes and 
supplemented by two table models. large industrial type 
units also available. 


Middle row, from the left: A Curtis Refrigerating 
Machine Co. model; York Corp’s No. 552 and 
Chrysler’s 1011. Bottom: Ebco’s Oasis Air Drier: 
Walton Laboratories’ Humidifier; A Frigidaire 
model; Westinghouse Electric’s Unitaire Condi- 
tioner, and A Worthington Pump & Machine Co. 
model. 
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Worthington Pump & Machinery Corp. reports that its 
line is still intact. This comprises packaged air conditioners 
in 3, 5, 7%, 10 and 15 h.p. sizes. 

“Worthington packaged air conditioner cools, dehumidi- 
fies, cleans, circulates and ventilates the air. With the addi- 
tion of an additional coil, the unit will heat if desired. The 
unit is said to have an extremely low operating cost with 
a minimum of water and electricity required. The only 
connections are for electricity, water and drain. 

Worthington reports adequate stock of 3, 5, 7% h.p. units 
on hand at distributor points. Distributors will give infor- 
mation on delivery dates of 10 and 15 h.p. units. All 
Worthingt::: units are equipped with a hermetically sealed 
compressor unit, dust and moisture can’t get in and re- 
frigerants can’t leak out. No belts or pulleys to wear out 
or get out of line, maintenance has been reduced to a mini- 
mum, the manufacturer reports. 


Fedders’ *%4 h.p. room condition- 
er and General Electric’s FD 50 
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Tools of the Office 


York Corp. reports that the present emergency has not 
caused it to discontinue any items which it manufactures. 
“However, it may cause us to shorten the production sched- 
ules of some items,” York warns. 

York Corp. describes its Yorkaire Model 552 conditioner 
as a selfcontained unit for medium-size commercial appli- 
cations, has a completely hermetic cooling system, that is 
set, tested and sealed at the factory—tamper-proof and 


trouble-free; also has atmostat which functions as a hy 
midity balancer, to pull extra moisture from the air og 
damp, muggy days at all seasons of the year. Also the 
V-shaped Cooling Maze Coil that acts as an air wringer 
to give greater cooling and dehumidifying capacity through 
more efficient air passage. 

While York reports that it has not had to extend delivery 
dates on any of its models, either packaged air conditioners 
or window type units, limited production, plus heavy sales 
could change this later in the summer. 


Water Coolers 


A Frigidaire Model 


An Ebco Unit 


Uniflow’s EC-550 


The Coolstream Corp., manufacturers of a line of electric 
water coolers reports that while steel and other components 
are more difficult to secure it has not brought them to the 
point where it has had to eliminate any models. 

“Our office type water coolers are available in four-, six- 
and ten-gallon per hour capacities in the pressure bubbler 
models,” Coolstream says. The company also offers the 
three-gallon per hour bottle model. Coolstream points out 
that both pressure and bottle style models have a small 
refrigerated stainless steel storage compartment with or 
without ice cubes. All styles are available in either AC 
or DC current. All AC current models have a five-year 
warranty on the hermetically sealed-in mechanism. 

Coolstream describes its line of electric water coolers as 
having sanitary stainless steel tops and chrome plated 
angle stream bubbler. Hermetically sealed refrigeration 
systems are automatically controlled by thermostats. Cool- 
stream says that its patented cooling unit is burst-proof and 
will last indefinitely. All cabinets are finished in rust- 
proofed smooth hammertone that is easily wiped clean. 


Copeland Refrigeration Corp. is another manufacturer of 
water coolers which is able to maintain its line intact. The 
company reports that its pressure type and bottle type 
models are still available. Delivery dates have not been 
extended. 

Features of the Copeland Model PB10 include a rust- 
proof drain and water pre-cooler, stainless steel cooler and 
storage tank, stainless steel top and a modern design bub- 
bler and water flow regulator. The cabinet is of heavy 
gauge sheet steel mounted on rigid welded steel frame. 
Front panel can be removed for quick maintenance if ever 
necessary. This is so of side panels also. 

The pre-cooler combines with the waste water drain to 
form an efficient heat exchanger between incoming water 
and waste water, materially increasing the capacity of the 
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A Copeland Model A Westinghouse 
3-Temp. Unit 


Sunroc’s 26 


A General Electric 


A Fedders-Quigan 
Model Model 


system. The dimensions of this cooler are 16% inches 
square by 41% inches high. Temperature can be controlled 
by an adjustable thermostat for changing requirements. 


Cordley & Hayes Co. reports that the model GC bottle 
type compartment cooler has been removed from current 
production until materials are more plentiful. 18-8 Stain- 
less Steel, used for the compartment liner, is the chief 
offending component. However, this leaves 10 models of 
the bubbler type, and one bottle type still in production. 

“All Cordley hermetic electric water coolers have com- 
pletely sealed refrigerating systems which carry a five-year 
guarantee,” company says. “Insulated water cooling units 
are sealed against entrance of moisture; cabinets are made 
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The “JUNIOR” File @ No@j97Y $52.00 a 
Small enough to fiffany nod&, large enough 

to keep letters, bil and pers@pal papers or- wg 

derly. A steel safgfy vault protects valuables 
{only YOU know@ffe combinatid@). Two ball- 
bearing letter filgs. 37 Y2" high, 44Y%" wide, 

17%" deep. C@e gray baked endthel finish. : a4 

With plunger-typ@ock for both drawers. & torr ‘¥ 

.00 bs 

The “‘SALESMBAN’S”’ File No. 960Y 45 3 

A drawer faifprospects' and customers’ namgs. 2 

Holds 320@3 x 5 or 4 x 6 cards or cancel a 


checks. TW ball-bearing letter files for letter 
and qveiiiions. A steel safety vault satecbalis 
by a compination dial lock. 43” high, 154%” vr 
wide, 1 | hm deep. Cole gray baked enamel 

finish. a 
With ger-type lock which automatically locks all 
drawergP No. 960Y-PL 
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The “AUDITOR'S” FILE No. 478 $72.50 


Contains: Two ball-bearing letter size drawers; two double index 
drawers for 3x5 or 4x6 cards (6400 capacity) or by removing 
the partitions, for cancelled checks; one safe compartment with a 
combination lock (no key necessary — only YOU know the com- 
bination); also three adjustable storage compartments under lock 
and key. 372” high, 302” wide, 172” deep. Cole gray baked 
enamel finish. 

With plunger-type lock which automatically locks all drawers. No. 478-PL....$81.00 


The “PRESIDENT’S” FILE No. 474 $77.90 


Contains: Four ball-bearing letter size drawers; two double index 
drawers for 3x5 or 4x6 cards (6400 capacity) or by removing 
the partitions, for cancelled checks; one safe compartment with a 
combination lock (no key necessary — only YOU know the combina- 
tion). 37%" high, 30%” wide, 17%" deep. Cole gray baked 
enamel finish. 


With plunger-type lock which automatically locks all drawers, No. 474-Pl....$86.40 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 
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LOCATE YOUR RECORDS EASILY—No more 
need of fussing and fuming. With Pronto files you 
can get at all records just as easily as in your regu- . 
lar active files. fi 


SAVE FLOOR SPACE—Constructed so that they Se 
interlock into solid units and stack as high as the | 
ceiling, saving valuable floor space. 


STURDY CONSTRUCTION—Prontos are built of ‘ 

275-lb. test corrugated fibre board and reinforced 

with steel on the shell and the four corners of the I N vo I Cc E 
drawers. 


BEAUTIFUL APPEARANCE —Pronto files are beau- S I a E p 
tiful in appearance, finished in an attractive olive é ‘a 
green. The steel drawer front matches your regular y i 
active office files. ° a 


SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
¥ DRAWER FRONT DRAWER FRONT 
Lie Suggested Uses sii aa 
mare File PRICE File PRICE 

Width Height Length} No. Single Carton No. Single Carton 
{letter Size. 12% .. 10%, .. 24 | £210 . . $3.55. $3.45 i210L. . $4.45. $4.35 ~ 
tletter Size |. 12% . 10% ..15 | E2108 . 3.45 3.35 1200S. . 435... 4.25 * 
tlegol or Cap - 15% =. 10%. . 24 | E510. 4.35... 4.25 |] ISI0L.. 5.60 5.50 Fi 
Invoices : 10% . 8%. . 24 E109 3.20... 3.10 109L.. 3.95 . 3.85 
*2 Rows 8x5 Forms 10% .. 8% ..24 | E108... 350. 3.40 8L. 4.25... 4.15 
*Invoices or 2 Rows 8x5 10% .. 8% .. 18 EI08M . 3.45. 3.35 108M . 4.15... 4.05 
Freight Bills ) oe a a 1971L 3.55 3.45 
Checks 10, . 4% ..24 | E104 3.05... 2.95 104L 3.95. 3.85 
Drafts or Checks We. Ge..Mi ae .. 2@.. 210 1941L 3.00. . 2.90 
Drafts or Checks /5 4%, ..18 | E94M . 2.35... 2.25 1941M . 2.95 2.85 
5x8 Forms 8% . 5% .24 | £8 .. 2.70 2.60 || 185IL.. 3.30. 3.20 
*Deposit Slips (2 Rows) 8% .. 5%-..15 | E85. 260. 2.50 1851S... 3.20. 3.10 
Deposit Slips 8 . Wy ..%% | ERs 2.40 . 2.30 1841L.. 3.00 2.90 
Tabulating Cards 75 . ee 2 ee ee I731L. . 2.95 2.85 
*3x5 Cards (3 Rows) WY, . WWr.. 24 | £64 .. 435... 4.25 1645L 5.60. . 5.50 
*4x6 Cards (2 Rows) 12% . § , 2 ee” ae 1245L 3.95... 3.85 
*3x5 Cards (2 Rows) 10% . 3%..24 | £103 .. 3.05 2.95 103L . 3.85 3.75 , 
Vouchers (Upright) Se ..10%,..M | 2... 3235 . 3.28 1892L.. 4.25. 4.15 
tledger Sheets . 2 Bee ST) een see * 9i2L.. 4.90 4.80 : big lal 
tledger Sheets . 12% .. 12% @ | 612 .. 5.1S.. $.05 1212M . 6.70.. 6.60 —. , 
“These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. FILE CORPORATION 


Prices slightly higher in Texas, Colorado, and West of the Rockies. 285 MADISON AVENUE, NEW. YORK 7 
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(From page 62) 
of galvanized steel phosphorized after forming with infra- 
d baked finish. Water storage tanks are 18-8 stainless 
meel, however, for the duration of the emergency bubbler 
models are equipped with 430 chrome stainless steel tops. 


Ebco Mfg. Co. reports it has been necessary to shorten 
its line of water coolers. This company uses Monel as a 
Mecompartment liner (monel is a nickel-copper alloy similar 
min appearance to stainless steel) but now the Monel is 
being applied in its entirety to defense building and war 
materials production which has caused the company to 
liminate two refrigerated compartment electric water 
oolers. Otherwise all of the Oasis bottle type and pres- 
wre type drinking water coolers are still available. 

Ebco also puts out the Oasis Air Drier which removes 
cess humidity from the air, collecting up to three gallons 
of water every 24 hours. 

“The Oasis Air Drier is especially suited for basement 
ofices where it eliminates sticking drawers, warped wood- 
work and buckling floors,” Ebco says, pointing out that 
this dehumidifier is used in other offices to preserve old 
iles and records because it keeps working and storage 
areas dry and usable. 

m™ Referring to water coolers, Ebco reports that it uses a 
a satic condensing unit on many of its models, not only to 
m@engthen the life of the unit, but to improve its perform- 
mance and make for quieter operation. 

me “This is a time tested engineering change,” Ebco says. 
Se One which has been proven in the field and it eliminates 
¢ fan and fan motor, giving the same efficient cooling 
@atiect by natural air convection.” 


ee 


Fedders-Quigan Corp. make a line of water coolers— 
pressure and bottle types. Model 3B-3 bottle type is de- 
megned for use where water and drain connections are in- 
mecccessible or impractical—where water supply is unpalat- 
mable. Uses Freon-12 refrigerant; hermetically sealed and 
Mubricated for life. 

Pressure type coolers have stainless steel top; solid brass 
hrome plated bubbler with automatic stream height con- 
mol; double wall sandwich type cooling coil with sanitary 
meseamless copper tubes; water and refrigerant lines in 
metal to metal contact and bonded for life-long heat trans- 
muter efficiency. 


mm Frigidaire Div., General Motors Corp. recently an- 
meeounced a new 20-gallon capacity frigidaire pressure type 
ater cooler. The unit will cool from 10 to 20 gallons of 
ter per hour from 80 degrees on down to 50 degrees. 
Bis equipped with a three-gallon reserve storage tank and 
Matures a shell and tube type cooling unit. Another im- 
meotant advantage is a pre-cooling device which increases 
he capacity by more than 60 per cent. This model is lower 
height for greater ease to the user and convenience in 
@emking identified as Model WPL-1020-K. 
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Left, models by Puro-Filter 
and Cordley & Hayes 


Right: A Coolstream Model 


General Electric Co., Air Conditioning Div., describes 
certain features of its line of water coolers: all steel cabinet 
with a wrinkle finish; easy-access interior (front panel 
readily removed for adjustment; control kriob for desired 
water temperature; spring-mounted, sealed refrigeration 
machine for minimum vibration; pre-cooler for operating 
economy; stainless steel cold water reservoir; choice of 
stainless steel or white vitreous enamel top of sanitary de- 
sign; angle stream, non-squirt bubbler; foot pedal control, 
and others. 

All plumbing connections, including the connection for 
cleaning out the cold water reservoir and connection for 
inlet water are located at back of the cooler about 24 inches 
above floor level. 

Bottle and bubbler types of General Electric water cool- 
ers are available. 


Nash-Kelvinator Sales Corp. reports that Kelvinator 
electric drinking water coolers Model PE-5 and PE-10, 
pictured above, will retain “the same high quality construc- 
tion and operating features for 1952 as in previous years.” 
There are no basic changes in design or material, the com- 
pany advises. 

Other Kelvinator Water Coolers for 1952 include the 
bottle water coolers Models BE-2 and BE-R (the latter 
is a compartment cooler); Model PE-3-R, bubbler type 
cooler with a compartment for refrigerated storage; Model 
PE-20H, a public building or cafeteria type where large 
capacity is required. All of the above coolers with the 
exception of the bottle coolers or the compartment coolers 
are furnished with either a hand-operated bubbler or a 
foot pedal as desired. 


Puro Filter Corp. of America reports that current emer- 
gency conditions have placed it under the control of NPA 
since the manufacture of water coolers includes many crit- 
ical materials. Puro Filter goes on to state that it is 
limited to some extent in the manufacture of new water 
coolers for 1952, but points out that such limitations have 
not seriously diminished the number of models available, 
rather they curtail quantities of a given model. 

Nevertheless, the company does not expect to be able to 
satisfy normal demands this year. 

“Our main limitation will result in not being able to ex- 
pand our distribution to any additional outlets,” Puro Filter 
says. 

All Puro Filter models still available for general office 
purchase with the exception of one model. Puro Filter 
describes one of its available models, NTBC-35. 

“A true pressure type automatic bubbler-top cooler of 
compact proportions, with the added feature of 1 cubic foot 
stainless steel refrigerated compartment for storage of bev- 
erages and foods; also has drain for condensation; vitreous 
china bubbler-top or stainless steel bubbler-top; provided 
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with lock and two keys; can be provided with glass filler; 
biological trays optional at slight extra cost; AC or DC 
current; dimensions: width, 1554 inches; depth, 1554 inches; 
height, 45 inches. Other models are available. Two new 
models added to the line are, in effect, slight modifications 
of existing models. Puro Filter manufactures, rents and 
sells its own lines of electric water filters and filter puri- 
fiers. Rental and sales agencies are located in 13 major 
cities around the country. 


Sunroc Co., manufacturers of a line of water coolers and 
water conditioning equipment, recently announced the Sun- 
roc purifier. Identified as the Sunroc SF-5, the purifier is 
adaptable in home or office and other points where drink- 
ing water can benefit by extra treatment. According to the 
manufacturer, sterilium is the filtering medium. The steril- 
ium cartridge can be replaced in the purifier in less than 
ten minutes and will last three months or more. 

Features of the Sunroc water coolers allow rapid cooling 
from 80 degrees F. to 50 degrees F. in two minutes. 


Uniflow Mfg. Co. reports that current emergency con- 
ditions have not caused it to shorten its line of water 
coolers. Immediate delivery applies on this company’s 
complete line. 

The unit which finds readiest acceptance in the office, 
according to Uniflow, is the compartment type cooler illus- 
trated and described as Model EC-550, the compartment 
will hold ten quart-bottles of milk or 1% cases of bottled 


soda—the small size bottle. Condensing unit is of the 
sealed type; instantaneous conterflow type evaporator, Aj 
Uniflow models are equipped with pre-coolers; finish i 
either brown Krinlac or stainless steel. 

Uniflow points out that the condensing unit carries , 
guarantee of five years, the entire cooler one year. 

“Once installed properly, these coolers will give adequate 
service for many years with very little in the way of mainte. 
nance and repair,” Uniflow advises. 


Westinghouse Electric Corp. has announced two ney 
compartment type water coolers—a bottle and _ pressup 
bubbler model—for use in offices and other locations. Both 
coolers provide 50 degree drinking water for 25 to 30 per. 
sons; a 35-38 degree refrigerated storage space for food 
beverages, or pharmaceuticals; and a freezing unit which 
produces 3% pounds of ice cubes at one freezing; as many 
as 40 half-pint bottles of milk or 29 beverage bottles ca 
be kept in the stainless steel storage compartment at on 
time. A newly developed control enables the coolers ty 
maintain the three desired temperatures in the water cool. 
ing chamber, freezer and refrigerated space independently 
of each other. Regardless of the load or heavy duty placed 
on any one of the three compartments, the desired tem. 
perature is maintained in each. 

The coolers are also provided with a full-hinged doo 
and lock-type snap catch. The new 3-Temp units ar 
equipped with an hermetically sealed refrigeration system 
backed by a five-year guarantee. 


Manufacturers 


FANS, AIR CIRCULATORS, AIR CONDI- 
TIONING UNITS 


American Machine & Metals, Inc. 

East Moline, Ill. 
Carrier Corp. 

300 So. Geddes St., Syracuse, N. Y. 
Chelsea Fan & Blower Co., Inc. 

639 South Ave., Piainfield, N. J. 
Chrysler Corp., (Air Temp Div.) 

1600 Webster St., Dayton, Ohio 
Circulators & Devices Mfg. Corp. 

130 32nd St., Brooklyn, N. Y. 
Climax Machinery Co. 

301 S. LaSalle St., Indianapolis, Ind. 
Curtis Refrigerating Machine Div. 

1905 Kienlen Ave., St. Louis 
Diehl Mfg. Co. 

Finderne Plant, Somerville, N. J. 
Emerson Electric Mfg. Co. 

8100 Florissat Ave., St. Louis, Mo. 
Fasco Industries 

400 Davis St., Rochester, N. Y. 
oes Corp. (Unit Air Condition- 

er Div. 

57 Tonawanda St., Buffalo, N. Y. 
Fresh ‘nd Aire Corp. 

221 N. LaSalle St., Chicago 
General Electric Co. 

1285 Boston Ave., Bridgeport, Conn. 
General Electric Co., (Air Conditioning 


Div. 

5 Lawrence St., Bloomfield, N. J. 
General Motors Corp., (Frigidaire Div.) 

300 Taylor St., Dayton, Ohio 
The A. C. Gilbert Co. 

Peck St., New Haven, Conn. 
Edwin F. Guth Co. 

2615 Washington Bivd., St. Louis 
Hunter Fan & Ventilating Co. 

P. O. Drawer 2858, Memphis, Tenn. 
llg Electric Ventilating Co. 

2850 N. Crawford Ave., Chicago 
Kisco Co., Inc. 

2400-40 De Kalb, St. Louis 
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Lakewood Engineering & Mfg. Co. 

1756 W. Lake St., Chicago 
LeJohn Mfg. Co. 

Caldwell St., Huntington, W. Va. 
Mitchell Mfg. Co. 

2525 Clavbourn Ave., Chicago 
Remington Corp. 

Auburn, N. Y. 
Philco Distributors, Inc. 

47-5| 33rd St., Long Island City, N. Y. 
Robbins & Myers, Inc. 

1345 Lagonda Ave., Springfield, Ohio 
Samson-United Corp. 

1700 University Ave., Rochester, N. Y. 
Starline, Inc. 

Hebron, Ill. 
B. F. Sturtevant Co. 

Damon St., Hyde Park, Mass. 
Superior Electric Products Corp. 

Cape Girardeau, Mo. 
O. A. Sutton, Inc. 

1812 W. Second St., Wichita, Kansas 
United States Air Conditioning Corp. 

3302 Como Ave. S$. E. Minneapolis, 

Minn. 

Van Dyke Industries 

2559 W. 2Ist St., Chicago 
Victor Electric Products, Inc. 

2950 Robertson Rd., Cincinnati, Ohio 
Wade-Youmans Co. 

Alliance, Ohio 
Walton Laboratories, Inc. 

1186 Grove St., Irvington, N. J. 
W. W. Welch Co. 

Glenn Bldg., Cincinnati, Ohio 
Westinghouse Electric Corp. 

306 Fourth Ave., P. O. Box 1017, 

Pittsburgh 

Wilcut Products Corp. 


7906 Georgia Ave., Silver Spring, Md. 


Wilster, Inc. 

5700 Detroit Ave., Cleveland 
L. J. Wing Mfg. Co. 
* 164 W. 14th St., New York 
Wittie Mfg. Co. 

i414 S. Wabash Ave., Chicago 
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Worthington Pump & Machine Corp. 
Holyoke, Mass. 

York Corp., (Air Conditioning Div.) 
Roosevelt & Smith Sts., York, Pa. 


WATER COOLERS 


Borg-Warner Corp., (Norge Div.) 
672 Woodbright St., Hammond, Ind. 
Canaday Cooler Co. 
154 W. 14th St., New York 
Coolstream Corp. 
157 E. 128th St., New York 
Copeland Refrigeration Corp. 
Clinton & Thomas Sts., Sidney, Ohio 
Cordley & Hayes 
443 Fourth Ave., New York 
Curtis Mfg. Co., (Refrigeration Div.) 
1905 Kienlen Avé., St. Louis 
The Ebco Mfg. Co., (Nash-Kelvinator Div 
401 W. Town St., Columbus, Ohio 
Filtrine Mfg. Co. 
53 Lexington Ave., Brooklyn, N. Y. 
General Motors Corp., (Frigidaire Div.) 
300 Taylor St., Dayton, Ohio - 
General Electric (Air Conditioning Dept. 
5 Lawrence St., Bloomfield, N. J. 
Nash-Kelvinator Corp., (Kelvinator Div.) 
14250 Plymouth Rd., Detroit 
Niagara Industrial Corp. 
20 Vesey St., New York 
Progress Refrigerator Co. 
737 South 13th St., Louisville, Ky. 
Puro Filter Corp. of America 
Puro Bldg., 5ist Ave., & 2Ist St. 
Long Isiand City, N. Y. 
Sunroc Refrigeration Co. 
40 Pennell Rd., Glenn Riddle, Pa. 
The Halsey W. Taylor Co. . 
137 North Ave., N.W. Warren, Ohio 
Temprite Products Corp. 
47 Piquette Ave., Detroit 
Uniflow Mfg. Co. 
Erie, Pa. 
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|, Ind. 


Let us do this for you: 
Let us arrange to have these Modernphone 
desk sets brought to your office. See how 
they can save you time and money in your 
daily work. The complete system might eas- 
ily save you up to-$3000* or more yearly. 
And to find this out will cost you absolutely 
nothing. THE TEST IS FREE! 


tow Modernphonc saves time and money 
Puts you in instant telephone contact with all 
your key men. Saves your time and theirs. 
Boosts efficiency all down the line. Push- 
button operated, it’s the world’s fastest inter- 
com. No numbers. No warm-up. No dialing. 
No “ringing” keys. No “‘push-to-talk”’ keys. 
One push of a button does it all . . . connects 
your party and rings his station. 


April, 1952 


Everyone can call everyone else 
Permits as many 2-way calls as there are 
pairs of instruments. Permits 3-way confer- 
ence calls. All at same time. And from an 
executive station you can always break in 
on any call if necessary. 


Keeps switchboard open 


Operates independently of main telephone 
switchboard. ‘Reduces waiting on busy lines. 
Eliminates “Pll call you backs.” 


Easier to install... simple to maintain 


Uses fewer wires. Operates on batteries, 
independent of AC power. Can operate on, 
AC with rectifier if you prefer. No complex 
circuits. Installation quicker . . . easier. 
Maintenance negligible. 


procc-ccccn 


! Find out HOW... 
try it FREE! 


With this new RCA MODERNPHONE 


Costs LESS than any comparable system 
Before you buy any intercom see RCA’s 
Modernphone. It’s far and away the best 
buy on the market! Serves 3 to 30 or more 
stations. Includes executive master set, desk 
sets, wall sets. For full story, mail cou- 
pon NOW. 


_*Mod , 
gue te Gaaee oeer ire 


Example: Let’s compute this on a 
10-station system. If your key men 
are worth only $3 an hour and if 
Modernphonesaveseach manonly 20 
minutes a day, that’s $1 a day a man, 
$10 a day total. Thus, Modernphone 
could save up to $3000 a year... 


MAIL COUPON FOR YOUR FREE TRIAL... TODAY 


Sound Products, Dept. 159D, RCA, Camden, N. J. 


Your FREE DEMONSTRATION OFFER sounds fair enough. Without 
obligation on my part, please arrange for a demonstration of 
Modernphone in my office. 


” Name Title 
Company Address 
RADIO CORPORATION of AMERICA City State 
I 
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MARGINALLY PUNCHED 


CONTINUOUS 
FORMS 


CARBON INTERLEAVE 
FOR ALL TABULATING, 
TELETYPE & ACCOUNTING 

- MACHINES 


PROMPT DELIVERY! 
90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—Today! 
No Obligation 


ALFRED ALLEN WATTS CO., INC. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Plants: New York City 
Newark, N. J. Belleville, N. J. 
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PEOPLE IN THE NEWS 
(From page 52) 


International Business Machines 
Corp. has anounced the appointment 
of William A. Dolph as assistant to 
the controller, and of Sidney E. Pratt 
as administrative assistant in the con- 
troller’s department, both to be sta- 
tioned at IBM World Headquarters 
in New York. Mr. Dolph was pre- 
viously manager of plants accounting 
and auditing at the Endicott, N. Y. 
plant, and Mr. Pratt was works ac- 
countant at the Poughkeepsie, N. Y. 
plant. 

Mr. Dolph joined IBM in 1923 at 
Endicott, and Mr. Pratt in 1936 at 
New York. 


Fred R. Sullivan, controller of the 
Monroe Calculating Machine Co., 
Orange, N. J., has been appointed pub- 
licity chairman of the Eastern Spring 
Conference Committee of the Con- 
trollers Institute. The meeting will be 
held in Asbury Park, N. J., April 20- 
22, in the Berkeley-Carteret Hotel. 

The Newark Control, of which Mr. 
Sullivan is a member, is serving as 
host to the conference. 


Henry Morton, systems expert and 


member of Ditto’s 25 Year Club, has 
been appointed manager of the sys- 


tems department, reporting to Mr, 
Gregor. William J. Sheldon continues 
as assistant manager of the advertis- 
ing department. 


Wendell A. Doty, formerly assistant 
comptroller, has been promoted to 


comptroller of The Rust Engineering 
Co., according to an announcement by 
S. M. Rust, Jr., president. 

The announcement also included the 
promotion of Ernest F. Selander to 


Left to right: Wendell A. Doty, Ern. 
est F. Selander, Lindley J. West 


assistant comptroller, and Lindley J. 
West, a veteran of fifteen years’ ser- 
vice, from comptroller to the newly 
created position of auditor. 

Mr. Doty has been with the com- 
pany for two years. Prior to joining 
the Rust firm he had been associated 
with the Pennsylvania Rubber Co. As 
assistant comptroller, Mr. Selander 
was promoted from chief field auditor 
and chief cost accountant. He has 
nearly twenty-eight years’ service with 
Rust. 


/ Under- 
/ the-Chin X 


DYNAMIC 
HEADSETS 


vm i 


Wherever lightweight headsets are 
used the new, dynamic TELEX 
- DYNASET will do a better job. 
Its comfortable, under-the-chin styl- 
ing and light weight (1.25 oz.) per- 
mit secretaries to wear it all day 
without fatigue. With more highs 
and lows of both music and speech 
its higher fidelity is the delight of 
Radio and TV monitors. When you 
use a headset use the one with 
built-in comfort. It’s ideal for: « 


oa, “mn, TELEX pymamic 
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| 
® Office Transcribing Machines @Radio Monitoring ¢@ Telecasting | 
@ Amateur Radio @ Record Stores @Theaters © Phone-Order Boards i 
@ Wired Music Installations © Commercial Communications -@ Electronic Laboratories 


WRITE on your busi d fora plete TELEX Dynaset 
which will be sent to you on a 20-day Approval Pian with no obligation. % 


4D LEX hearing at its best 


- ELECTRO-ACOUSTIC DIVISION + TELEX PARK 
ST. PAUL 1, MINNESOTA 
in Canada, Atlas Radio Corp., Toronto 


STANDARD OF THE WORLD FOR QUALITY HEADSETS 
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(Continued) 


ll Q. Brinkerhoff has been pro- Correct—without question 


moted to the post of personnel su- 

pervisor of the Otis Elevator Co., it ..e When you use your 
oa chi 
oh photocopy machine 


was announced recently by John H. 

Holzbog, director of industrial rela- 
tions. 

A graduate of Trinity College in 

Hartford, Conn., Mr.  Brinkerhoff There’s never any question about 

a the authenticity or accuracy of a 

photocopy. Every detail of the 

original—facts, figures, dates, 

signatures—is reproduced with 


joined Otis in 1946, and in 1947 was 


- photographic accuracy and com- 
leteness 
_ Era. p A 
eat arene On the other hand, manually 
Beinkerhoff transcribed records give you no 
“ E. such assurance. AND—in 9 cases. 
news out of 10—they’re much more 
costly to prepare. It will pay you 
com- to double-check the paper-work 
ining : epartmen 
ciated granted leave to attend Harvard Law Pang + Bee de d. ts with 
o. As School. Assigned the following year gh in min 
ander to the industrial relations department 
uditor in the company’s New York head- 
> has quarters, he continued his law studies For the best photocopies, use 


> with in the evening at New York Univer- Kodagraph Contact Paper. 


sity Law School. He was graduated 


in 1950. In 1949 he was appointed This new paper is made by 


a ersonnel assistant of the Otis plant < 
i Harrison, N. J., and in 1950 was Kodak for use in all types of 
named employee supervisor, holding contact photocopiers. It re- 
] this position until his promotion to produces all documents in 
> personnel supervisor. dense photographic blacks, 
lean whites with new 
Seymour J. Cohen has been ap- c ge one 
* pointed assistant controller of Old sparkle and legibility. And it’s 
Town Corp., Brooklyn, New York, easier, more economical to use 
manufacturers of duplicating machines —no more split-second timing 
~ supplies, carbon papers and inked or trial-and-error testing. Order 
ribbons. P 
- Mr. Cohen was employed by Seam- it... and see for yourself. 
os prufe, Inc., New York, prior to joining 
Old Town Corp. 


promoted to the newly created posi- 


ee Snes of ies soenene. “"THE BIG NEW PLUS’! IN THE OFFICE COPY FIELD 


i In his new responsibilities, Mr. Gregor 


J | erstoertictciets te! Kodagraph Contac? Paper 


will have charge of both the systems | 
department and the advertising depart-| -—————————— — on oe ae am am ane 
ment. 
Promotion of two members of the * A 
4 
| field sales organization of the Todd for ae a 
| Co., Rochester, N. Y., manufacturers free booklet jochestor 4, N. ¥. 
; “4 protected, insured checks and Pro- Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
i — g Alig cone nein g Roar duction”. .. your new, free booklet giving full details on Kodagraph Contact Paper. 
| | bert J. Owen, vice-president and gen- _— 
% eral sales manager. 
j Appointed manager of the Cincinnati Department 
sales office of the company at 26 East Company 
6th St. is Arthur S. High. He had been 
Manager of the Buffalo office since wee : 


1944. Mr. High, who joined Todd as a City Zone 
salesman in the Chicago territory in 
1933, and was made assistant manager 
in Cincinnati in 1942, succeeds William 
B. Hackett, 


State TRADE-magk 
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PEOPLE IN THE NEWS 
(Continued) 


Promoted to managership of the 
Buffalo office at 327 Washington St. is 
Henry C. Bollman, Jr., a salesman in 
the Dallas office since joining the com- 
pany in 1947, In the five years he has 
been with Todd, he has compiled a 
notable sales record, and within his 
experience classification is ranked 
among the top five Todd salesmen in 
the country. 


John W. Whittlesey, technical as- 
sistant to the industry members of the 
Wage Stabilization Board, Washing- 
ton, has joined the staff of Fisher & 
Rudge, New York, management con- 


sulting service. Mr. Whittlesey will be 
in charge of the firm’s labor regula- 


John W. 
Whittlesey 


tions division, handling all matters 
pertaining to stabilization and labor 
jaw. 

Mr. Whittlesey entered government 
service in February 1951, serving first 


PUSH-BUTTON MULTIPLICATION | 


rolls out the figures — 
EASIER-SURER-FASTER 


EASIER—because Marchant saves the 
operator at least one step in every 
multiplication problem. 
SURER—because Marchant is the only 
American calculator with dials for 
verifying the keyboard entry. 
FASTER —because Marchant’s 
mechanism operates at speeds 
ranging up to twice those of 
any other calculator. 
Since more than half of all calculator 
work is multiplication, experienced office 
workers everywhere choose the calculator that 
multiplies easier, surer, faster. The 
Marchant Man in your phone book will 
prove this by a demonstration in your 
» office—call him today. 


3 PUSH-BUTTON MULTIPLICATION 
Merely enter multiplicand in key- 
board and answer appears simul- 
taneously as multiplier is entered 
in Automatic Multiplier row. 


tet tis Coupon wth yor tues trend te et eur ts | TY 
' 


GUIDE TO MODERN FIGURING METHODS 


ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] | 
MARCHANT CALCULATING MACHINE COMPANY ! 


AMERICA’S FIRST 


as acting chief of the Salary Stabilj. 
zation Board Division. In May, he be- 
came chief of the legal division of the 
Salary Board, returning to WSB at 
the end of June to advise industry 
members. 


Frank W. Wolstencroft has been ap. 
pointed to the newly created post of 
advertising director for The Ester. 
brook Pen Co., Camden, N. J. He has 
been domestic advertising manager 
since 1934. 

Mr. Wolstencroft will now direct all 
advertising in the United States and in 
all foreign countries. 


James O. Rice has been appointed 
administrative vice-president of the 
American Management Association, 
according to an announcement by 
Lawrence A. Appley, president. He 
will be responsible for the administra- 
tion of the Association’s general pro- 
gram, including conferences, seminars, 
research, publications, public relations 
and membership service. He will con- 
tinue his duties as secretary of the 
Association. 


Creation of a new Cash-O-Matic di- 
vision by the Mosler Safe Co. and ap- 
pointment of Miss Edith G. Elliott as 
manager of the new department have 
been announced by Edwin H. Mosler, 
Sr., president of the 104-year-old Ham- 
ilton, Ohio company. 

Miss Eliott has resigned as assistant 
controller and general office manager 
of Gimbels, New York, to join the 


Mosler executive staff. She will make 
her headquarters at Mosler’s main of- 
fice, 320 Fifth Ave., New York. 

One of the nation’s leading authori- 
ties on department store cash control 
methods, Miss Eliott had been with 
Gimbels since 1942. Prior to Gimbels, 
she was a department manager in the 
controller’s division of Bloomingdales, 
New York. She is a graduate of Drake 
University and the Prince School of 
Retailing, Simmons College, and is 
chairman of the Metropolitan Con- 
trollers Association’s publicity com- 
mittee. 

In her new post, Miss Elliott will 
direct the sale of Mosler’s Cash-O- 
Matic system, a unique self-service 
method of handling sales clerks’ 
change funds and daily receipts. The 
new cash control system is designed 
to save sales clerks’ time, cut operat- 


OAKLAND 8, CALIFORNIA E2} ing costs, and provide protection for 
seid the cash, store, and employees. 
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<7 RULES FORMS AND LEADER LINES AND COMPOSES TYPE AT THE SAME TIME 


EIN. Es PIT BRS 
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ott as 
have 


— % SINGLE LINES DOUBLE LINES 
. C—O BY THE MANUFACTURERS OF VariTypen 


sistant ‘ : evaniad 
ager : " samme: 
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@ If you’ve ever paid a printing bill for forms...here’s a 
SAVINGS that will astound you. If you’ve ever struggled to 
tule up a form by hand for mimeo, litho or hecto...here’s a 
SIMPLICITY that will araze you. If you’ve ever had to put 
up with indifferent and amateurish results in forms repro- 
duction...here’s a ‘*FINISH’’ you can’t tell from a pro- 
fessional printing job. The Coxhead Forms Design Machine 
will not only rule up your forms and leader lines but will give 
you typography, too...clean professional typography (such 
as you are now reading) with instantly changeable faces in 
all styles and sizes. You ‘‘type-in’’ the reading matter while 
you tule the form. 


FOR ANY TYPE OF FORM... 


No matter bow complex 


make or bow simpleyour forms 
in of- 3 design may be the DSJ 
: will do it, accurately and 
bail professionally. The job 
ithori- youunroll from the Forms 
ontrol Design Machine is ready 
nr for any repro metbod. 
mbels, a - ms 
in of unwbie pbeedaguavheukenetttecettereeetsane 
rdales, bd 
Drake RALPH C. COXHEAD CORP. “ 
sol of 720 Frelinghuysen Avenue, Newark 5, N. J. e 
nd is Please send me Vari-typer Booklet =A6!. > 
Con- — : 2 
com- : 3 “3 . 
‘Just bold the batten ae a COMPANY. > 
t will the DSJ will rule, dash, or dota ° 
sh-O- ie line to the exact length required. — om eg : 
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This Book 


you can have it 
for nothing! 


UARCO’S ENCYCLOPEDIA 
OF BUSINESS FORMS 
FOR PURCHASING 


Every now and then business is 
offered a truly helpful book. This is one! 
It contains no advertising; only facts... 
thirty-eight pages about Purchasing 
Forms. Uarco breaks down your eight 
basic Purchasing Forms; Purchase Requi- 
sition, Request for Quotation, Purchase 
Order, etc., and tells you 


® what the form is ¢ why it is used ¢ who 
uses it ¢ where it originates © distribution of 
copies © details of design . . . backing up 
each point with large, clear illustrations of 
the forms. 


This is the first book of its type available 
anywhere. Its only purpose is to tell you 
what you should know about Purchasing 
Forms. And it does just that! 


Uarco Offers You This 
important Book Free 
As a businessman, you will want to under- 
stand the function, design and use of your 
business forms .. . if you are to buy them 
intelligently; use them efficiently. You owe 
it to yourself, to 
pin this coupon to your letterhead 
and mail for your free copy, today! 
Factories: Chicago; 
Cleveland; Oakland; 
p River, Connecticut; 
Watseka, Ilinois—Sa/es 


Representatives in all 
principal cities, 


LARCO 


INCORPORATED 


Business Forms 


, LAKCO LNCOKPORATED 
#Room 1620, 141 W. Jackson Blvd. 
| Chicago 4, Illinois 
Please send my copy of Uarco’s Encyclopedia 


of Business Forms dealing with Purchasing 
Forms. 


PEOPLE IN THE NEWS 
(Continued) 


Burroughs Adding Machine Co. has 
appointed two new service managers. 
Walter M. Koenig has been named in 
that capacity at the company’s newly 


Ww. M. Koenig 


R. G. Barnett 


opened Elizabeth, N. J. branch, and 
Russell G. Barnett has been appointed 
service manager at the Chattanooga 
branch. 

Mr. Koenig joined the firm in New- 
ark, N. J. in 1937, and goes to Elizabeth 
after fifteen years as a serviceman 
there. Mr. Barnett joined Burroughs in 
1920. In 1948 he was appointed zone 
service manager in Mobile, Ala., work- 
ing under the direction of the Mont- 
gomery branch. He goes to Chatta- 
nooga from Montgomery. 


R. W. Davidson, vice-president of 
The SoundScriber Corp., manufactur- 
ers of electronic disc dictating equip- 
ment, has announced two new appoint- 
ments. 

K. E. Heeney has been named to 
head the company’s office in the Geor- 
gia and Alabama area. His headquar- 
ters will be in Atlanta. 

Barclay Curtis has been appointed to 
head the Dallas office, SoundScriber of 


K. E. Heeney 


Barclay Curtis 


Texas, Inc. He has been associated 
with SoundScriber since 1946. He is a 
member of the Sales Executives Club 
of Dallas and the National Sales Exec- 
utives organization. 

Mr. Heeney’s experience in the office 
equipment field dates back fifteen 
years, during which time he was a 
sales representative for International 
Business Machines Corp., and, most 
recently, distributor for the Clary Add- 
ing Machine Co., Atlanta, Ga. 
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The of Quality 
and oun envelope has 


MINT-E-SEAL® 


the Flavor Flap 


ENVELOPE CO, 
ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 BROADWAY, N. ¥. 


Write today for name of your nearest 
distributor. Dept. #76. 


Z™ 1 Like SigNaLok 


Ss = Z 


These Self-Lock Signals on my SigNaLok 
Visible Equipment can only be moved when 
my Boss and I want to move them...4 
feature found only on SigNaLok. 
With SigNaLok in your office, you'll never 
be crossed up by accidentally shifted signals, 
the way I used to be. 
Patented. Self-Lock Signals are only one of 
SigNaLok’s ten exclusive features. If 1 were 
you, I'd send today for a sample SigNaLok 
card pocket with Self-Lock Signal and data 
on all ten features. I hear SigNaLok deliv- 
eries are prompt. 
eeccesceseecccecec~ 
WASSELL ORGANIZATION, INC. 
WESTPORT 7, CONNECTICUT 


' 

t 1 
' I would like SigNaLok data and a sample { 
1 card pocket with Self-Lock Signal. ' 
' 
; 
! 
' 
' 


I wack ov ics sidpedcabadcaastsavoesadiecpeamnnn ; 
: (Please attach to your business letterhead) } 


FOUR WASSELL EXCLUSIVES 
PRODUC-TROL ROTOR -FILE 
INSTALVELOPE SIGNALOK. 


April, 1952 
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They who Write may .Read 


KEE LOX TIMELY CARBON 


For Those Who Need Many Copies. 
THE MOST PERFECT CARBON OF 1952. 


20 COPIES 
on a Standard 
Machine 


ALL 
CLEAR and CLEAN 


- : ae: a ye ai i i f BB 

ee \ Gere . eee : oe . hose 

a ae Pee A SMEAR or 
ROLLMARK 


‘Automatically. collated 
(ready for the typewriter) 

’ the Carbon between the 
manifold Sheets in Kee Lox 
patented Kopy Aligner 
Collating Device and Box 
combined. 


Very easy to use. 


WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE . 
PERFECT COPIES EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 
SAVE TIME, SAVE ANNOYANCE, SAVE MONEY. 
FILL IN THE COUPON AND PROVE IT. FREE! IN YOUR OWN OFFICE. 
We will send free to any Purchasing Agent, Office Manager or Secretary, 25 


Sheets of this famous 20 Copy Carbon, your size, in a Kopy —e patented 
Collating Box. Write on your letterhead, please. 


Kee Lox Mfg. Co., Rochester 1,N. Y. ~ et ee 
Please send Free Samples and Box as above to 
MAIL TODAY BN = Ci Vie. dp ev 4 adr’ hg A oe OE Ne eins cae Gini eat ee 
—_> CNS oS os alae abe Peak eas ou cae eaea es keedkn Bie eee tae eee 
We use machines 
THANKS Electric (] Noiseless (] Standard [] Copies at | time [) 
| LEN PE ee em ee ups tntarvbsb en tenity sss tonnes je 
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PENCIL 


yet! 


“ Color 


_ Seen 


faben Ve 


EBERHAHT 


& 


WOOoCLINCHED 


SMOOTH as a black lead 
pencil! Not tacky... not 
crumbly...easy to sharpen! 


INTENSE color at a feather 
touch! Easier to read, 

even on colored papers or 
under fluorescent lights ! 


SUPERSTRONG elastic 
leads... guaranteed not to 
break in normal use! Wet- 
proof and smear-proof too! 


EBERWARD 
FABER =~" 


SEND COUPON FOR FREE SAMPLE! 
Sau ee eS ae ee ee ee oe & 
Executives— Purchasing Agents— Office Managers 
— Secretaries! See why your present colored pencil 
can't equal Colorbrite! Fillin coupon — attach to busi- 
ness letterhead—mail to Eberhard Faber Pencil Co., 
Dept. BW-3, 37 Greenpoint Ave., Brooklyn 22, N.Y. 


NAME. 


POSITION 


DEALER'S NAME. 


PEOPLE IN THE NEWS 
(Continued) 


Clarence Dunlop, formerly consult- 
ant to the management of Burroughs 
Adding Machine Co. on manufacturing 
activities abroad, has been named a 


Clarence 
Dunlop 


vice-president of the company by the 
board of directors. Mr. Dunlop, who 
will make his headquarters in London, 
England, will coordinate the continued 
development of Burroughs’ interna- 
tional operations. 

His career with the firm began in 
1919 when he went to work as a tool 
maker at the main Detroit plant. He 
became manufacturing consultant in 
1949. 


Paul E. Carr, executive vice-presi- 
dent of Goodall Fabrics, Inc., has an- 
nounced the appointment of Edward 
T. Schell to a newly created position 
in charge of fabric development for the 
company. In this new position, Mr. 
Schell will handle customer contacts 
in the development of new fabrics sold 
through the various sales divisions of 
the company. 

Mr. Schell, who was formerly associ- 
ated with Sydney Blumenthal & Co. as 
assistant sales manager, is a graduate 
of Colgate University. He became as- 
sociated with Goodall Fabrics on Feb- 
ruary 18. 


Angus M. Brown has been appointed 
manager of commercial sales for Lan- 
son Corp., Syracuse, N.Y. In this za- 
pacity, he will direct sales activities on 
the company’s line of pneumatic tubes, 


rc 
; 


for both retail stores and commercial 
and industrial applications; its vertical 
conveyors, for transporting mail and 
paperwork between office floors; and 
its Trayveyor, a vertical conveyor for 
handling food and dishes in restaurants 


Supervision 
simplified 


How to get 
better results 
in supervision 


plainly told in 
this guide to 
successful methods 


iS apred outstanding book is 
simple, easy to under- 
stand, easy to read, yet gives 
really practical facts of better 
on-the-job supervision, It cov- 
ers all the typical supervisor 
jobs and problems of hiring, 
discipline, preventing acci- 
dents, promoting teamwork, training ,;workers, 
authority, labor relations, ete. It makes plain helpy 
techniques for handling them, with examples of (uy 
problems and specific solutions now being used 

in general ‘practice. Question material suited for cgi 
ence training is also included. 


Just Published! 3rd Edition 


HOW TO 
SUPERVISE PEOPLE 


By ALFRED M. COOPER 
254 pages, 51 x 8, $3.75 


cus edition has been rewritten to bring it in tm stor 
with today’s conditions, but the practical vie- 
point and simple, direct treatment that made the origing do 
book so helpful have been retained. It shows the supe 
visor and executive how to analyze his job requirement me) 
and responsibilities. The methods by which he may » 


sume full responsibility for maximum production in ty 
department, and for the development of a high spirit d 
morale and cooperation among his subordinates are give, 


How to handle specific problems 


The book gives you many practical suggestions for poe 
tecting workers’ health and safety, building loyalty ai 
interest and satisfaction in their jobs, promoting coopem 
tion of other supervisors, reprimanding effectively, pam 
ing authority to assistants, getting instructions and idm 
across by personal and conference training, etc, Tage 
cially delicate or difficult situations in handling works 
are shown from all angles, then the solution is given. Hm 
to conduct a conference for educational purposes, or fe 
gaining under ding and of new ideas, pall 
cies, etc., is clearly shown. 


A discussion of the Taft-Hartiey law as it affects te 
supervisor, an outline of a program for employee partid- 
pation in management, and more case examples have bem 
added to this third edition. 


This is tru'y a valuable book to serve all supervises 
experienced or newly created, in shop, fleld, or office, An 
it can be an equally helpful working tool for »# 


tendents and executives. It gives workable principles fe F 
building morale, cooperation, and productive capaci Pp 
among subordinates, as well as for developing your am Se. | 
leadership qualities. a 
and 
Ord 


Answers questions 


TELLS HOWTO | SUCh as these: 


e@develop leadership What are the advan 
qua ities and disadvantages of 

@ improve employee Taft-Hartley Law? 
satisfaction 


What leadership qualities 


@ handle malingerers should a supervisot 


@celegate authority 


7 teach job have? 
* operations How can a foreman ge 
@prepare conference cooperation from 
Give positi wer 
e pee tga 3 When should work be dele 
@ keep employees gated, and when not? 
informed What are the four import 


@ provide recrea- 


ant steps in teaching any 
tional areas for iY = 


mechanical job? 

How does war production 
affect relations betwees 
the supervisor and 


workers 
@help overcome em- 
ployee negligence 


ers? 


and hotels. 


OFFICE MANAGEMENT AND EQUIPMENT 


Please Send Check With Your Order! 


Office Management and 
Equipment 
212 Fifth Ave. New York 10, N. ¥. 


April, 1952 


SPI 
Ta 
dis 
ste 
Wa 

A 


ue it’s the f f. ; a 
ae. “a J Bo ay Z 
mm re) Fe fed 
“ Aa AriniNG | TZ? 
&. Wy A } -— fe 
— \e/) Ban -_ 
i ORD El | ? 
; Fe | 
ae a 
, AAR 
a: Ap 
2 | | sida; 
Bee J 
ae oe yet ie ee |. 
a - | 
9 ; N 
. | \ 
; ae 
Bees 
- 

: ll 

‘ | ts 
; ya c} , Angus M. 
2 Brown 
a. yi 

: I ceaececnieceincrenaseeticeeeithl eatin 
,: nga OL LT, ee 
ae : Choose one: () red () blue () green () yellow 
aa 76 a Se 
. 


tions 


ivan 
zes of 
aw? 


qualities 
ervisor 
‘man get 
mm. work: 


k be dele 

1 not? 

r import 

ching any 

roduction 
between 

ind work 


ler! 


), N.Y. 
952 


ALL AROUND THE OFFICE 


AT EACH DESK—in the mailroom—in the 
stockroom, these three “Scotch”? Brand tapes 
do dozens of time and money-saving jobs... 
mending, sealing, holding, attaching, protect- 


THIS" TAPE TRIO” | 
> SAVES TIME, | 
CUTS COSTS! | 

ial 


a il 


ing. They stick-at-a-touch, stick-to-the-job, 
perform perfectly through the roughest han- 
dling! Order this handy ““Tape Trio” from your 
regular supplier today. 


£ 


FAMOUS “Scotch” Brand Cello- 

phane Tape No. 600...transparent. 
Seals, holds, splices, mends quickly 
and easily. It belongs on every desk. 
Order tape and tape-saving dispenser 
+». your supplier has both. 


DOU BLE-COATED transparent 
“Scotch” Brand Pressure-sensi- 
tive Tape No. 666 has adhesive on 
both sides. Perfect for attaching en- 
dorsements, riders. Thin but tough,it 
won’t interfere with writing or typing. 


STRONG “Scotch” Brand Ace- 

tate Fibre Tape No. 750 protects 
documents, blueprints, envelopes with 
a lasting, tear-proof ~ 4 ... binds 
booklets, memo and chec ds. Use 
with “‘edger’”’ shown above. 


SPECIAL OFFER! 12 big 1296” rolls of “‘Scotch’”’ Cellophane 
Tape plus two weighted Desk Dispensers . . . with the second 
ispenser included at no extra cost! That’s the deal your 
stationer is now offering. See him today... tell him you 
Want Deal <4 
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¥ 
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mG U\ Pal OFF 


COTCH 


Pressure-Sensitive | | 
_ Tapes — | 


The term “Scotch” and the plaid design are registered trade marks for the 
more than 200 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota 
Mining & Mfg. Co., St. Paul 6, Minn.—also makers of “Scotch” Sound Re- 
cording Tape, ‘“Underseal’’ Rubberized Coating, “‘Scotchlite” Reflective 
Sheeting, “‘Safety-Walk”’ Non-sli ey “3M” Abrasives, “3M” Ad- 
hesives. General Export: 270 Park Avenue, New York 17, N. ¥Y. In Canada: 
London, Ont., Can. 
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An Office Visits Manhattan 
(From page 28) 


Sunday morning found the party a little weary, but 
still undaunted and ready to go. Which was just as 
well, because they still had places to go to. Busses 
(complete with guides) lined up outside the hotel to 
conduct the visitors from the South on an extensive 
sightseeing tour of the city, topped off by a trip to the 
Statue of Liberty. 

As the Virginians assembled in Pennsylvania Station 
late Sunday afternoon, Mr. and Mrs. Robins chatted 
with each of them before they boarded the home-going 
train. “They keep telling me it’s just about the best 
time they’ve ever had,” said Mr. Robins to a small 
group of inquiring newsmen, “and I agree. It’s been 
a whale of a good time for everybody. In our com- 
pany we follow what you might call an ‘enjoyment 
formula.’ We believe in all of us having a good time 
together, as a group. Since we now work in different 
locations, until our new plant can be built, we have 
little opportunity to see each other except at our an- 
nual Christmas party or the summer ‘picnic day.’ So 
it’s easy to understand why we feel three days together 
like this are so important, to bind friendships and 
create a group feeling that lasts even when we're back 
in our separate cubbyholes.” 

“OF course,” added Donald Eason, controller for 
A. H. Robins, “there’s a lot more to our personnel 
policy than pure enjoyment. There’s good sound se- 


curity. We give our employees all the convention] 
benefits, and more—a generous pension plan; life ip 
surance paid for entirely by the company; hospitaliz 
tion, also paid entirely by the company; holidays and 
vacations with pay, and a five-day week. You geta 
pretty secure feeling if you work for A. H. Robins for 
a while.” 

“Security and friendliness breed a sense of respons: 
bility, too,” commented plant manager John Slater, 
“Our employees know they can count on the coopers 
tion and personal interest of the executives, not only 
on trips like this, but in day-to-day office routine. Ip 
return, they show remarkable company spirit. When 
a job has to be done in a hurry, everybody pitches in, 
whether the job is in his department or not. The a 
tendance record for all our personnel is remarkably 
high, also; and most notable of all is the way we've 
managed to handle a greatly increased work load in 
cramped space and with only a slight increase in the 
number of employees. Of course we've eliminated un 
necessary operations, but it couldn’t be done without 
the active good will of all our people.” 

“That's right,” assented advertising manager 6, 
Mallory Freeman, “We do have their good will. Per. 
sonally, I think it’s because we all feel so much that | #) 
we belong. Where else, except in a place that’s prac | 7a) 
tically home, can you enjoy a ‘coffee hour’ as a matter | 7) 
of course every morning? Naturally, we don’t go out 
for refreshment; our orders are brought in to our 
desks, and we hardly break off work. But it’s informal, 


“Take a good look at a girl who simply can’t 
do her best in a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I'm not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there’s no such 


tama 
Mobilwalls cut sound more than 51/,” 
plaster walls! 
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"I'm not easy to satisfy!” 


Mobilwalls — the most complete line 
of partitions! 


thing as making-do, because VMP manufac- 
tures the most complete line of movable steel 
partitions. There’s a size and style for every 
layout, for every need. That's why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's more, 
VMP Mobilwalls are flexible — easily ar- 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Product Information 
Department, 97 Thomas Street, New York 13, N. Y. 


Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 
April, 1952 
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Sturgis engineers patented a regular clinging vine of a back support for stenographic 
and clerical chairs, called Follow-Flex. Let the girl turn right or left, lean 

forward or backward, the ingeniously steel-springed Follow-Flex clings faithfully to her back. 
She loves it. So should you. A girl whose back is supported and relaxed all day 
long by a Sturgis Follow-Flex is an efficient and valuable girl. 
Although Follow-Flex puts in a busy 
day, day after day, it is built so well it 
will last as long as the chair itself— 
a Gist 
. Per | tee 
h that | 
prac fe 


natter 


& 
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and that’s a long, long time. 


~ You can’t see all 
the quality that’s 
engineered into 
Sturgis chairs. 
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. spring which serves as a flexing agent be- 


The secret of Follow-Flex is this steel 


fac- 
te aul tween the comfortably padded backrest 
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Sturgis chairs are engineered for keeps 
You can’t see all the quality engineered into a Sturgis 
chair but it’s there in full measure—and because it’s there 
a Sturgis chair is a long term investment in office comfort 
and efficiency. Today the finest executive, secrétarial, 
clerical, guest and institutional metal chairs are being . 
produced by The Sturgis Posture Chair Company, * 
Sturgis, Michigan. 
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SPEND AND SAVE 


Do you know that on the basis of a ten year amorti- 
zation you spend less than 3 cents per working day 
for the average FINE-REST chair? 

Because FINE-REST chairs provide scientific func- 
tional seating, the efficiency and caning of the 
employees show a considerable increase. You actu- 
ally save many times the modest cost. 

You save more when you buy the best—you save 
more when you buy FINE-REST. 

Write for free descriptive literature and for the 
name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating” 


od 2 
ATING / orpetalicn 
eee acd . AKRON 8, OHIO 


Distributor Miter Atal, 2° akbodT vei 
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it’s comfortable, it makes us feel good. And thog 
picnics at Ocean View and Virginia Beach! Eve 
plant in the country, I suppose, has annual picnigg 
but you have to be located in Richmond if you wang 
to enjoy something really special like Virginia Beach? 

“There speaks a Southerner, sir!” laughed Mp 
Robins. “I guess it’s because we’re Southerners, tog, 
that we give our employees Smithfield ham at Christ 
mas. Everyone in the plant gets a turkey for Thanks 
giving, but comes Christmas time, we stick to our Vir 
ginia ways, and we give each employee a Smithfield 
ham along with his bonus. Mighty good eating, too, 
Isn’t that right?” 

A chorus of assent rang out that startled the Sunday 
evening crowd in Pennsylvania Station. It’s difficult 
to tell what sixty people are saying when they're say- 
ing it all at once, but the general drift seemed to be: 
“For he’s a jolly good fellow!” And that, surely, no 
body can deny. 


Chicago Seminar 
(From page 30) 


Ray R. Eppert, executive vice-president of the Bur. 
roughs Adding Machine Co., Detroit, opened the Wed- 
nesday morning session with a discussion on “Advance- 
ment of Mechanization of Office Operations.” The 
meeting was directed by W. Miller Bennett of the In- 
land Container Co. of Indianapolis, Ind., immediate 
past president and director of NOMA. Mrs. Vera V. 
Green, secretary and assistant treasurer of Botwinik 
Brothers of Mass., Inc., Worcester, Mass., also address 
ed the morning seminar. 


“One of the most significant trends of our time,” 
noted Mr. Eppert, “is toward more and more paper 
work to support an increasingly complex business sys 


tem. Fifty years ago there was one office employee for + 


every thirty production workers. Today it is doubtful 


whether he is able to support more than two and 
a half.” 


“It’s leap year in the office, too,” asserted Mr. 
Green, speaking on “A Woman's Place in Manage- 
ment.” ‘Women will continue on their way up, not 
because they are superior to men, but simply because 
they are not inferior,” she declared. 

“Absenteeism—A Health and Safety Program for 
the Office” was the title of a talk delivered at the Wed- 
nesday morning session as the seminar began its third 
and final day. (The business show continued for a 
fourth day). The meeting was under the chairman- 
ship of W. H. Evans, NOMA executive vice-president, 


(To page 84) 


New Branch Headquarters 


Burroughs Adding Machine Co. has announced the open- 
ing of a new branch headquarters at 702 North First St, 
Phoenix, Ariz. 

Sales and service headquarters and demonstrating rooms 
occupy the 50-foot by 60-foot one-story brick and stucco 
building. The headquarters is air-conditioned and has mod- 
ern fluorescent lighting. Parking facilities are located at 
the rear of the building. 


The Burrougns branch was established in Phoenix in 
1909. 
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TECHNIPLAN: 


... handsome IS, 
and handsome DOES! 


twistinG the old adage serves G/W Techni- 
plan very well indeed — for this modern 
functional equipment has the smart, stream- 
lined appearance that is requisite in the 
truly efficient office. 

I'S PERFORMANCE is likewise streamlined, 
placing each worker in a comfortable, time- 
saving position—work facilities within easy 
reach. The scientific %-turn work station 
eliminates half the usual motions. 

THE TECHNIPLAN Office looks orderly because 
it is-orderly, delivering daily savings of 
space, time and money. Space savings range i ’ 
from 18% to 43%. . : — 
INTERLOCKING — interchangeable standard Sp" mi separate Often. reds: 
units offer any desired combination of work vo 


pictured above. 


desired privacy. 
stations, and work facilities — individually 
job fitted. And Techniplan equipment is CHECK this LIST for 
readily rearranged for expansion or chang- ted inf Sen 


ing needs—without special tools or skill. 
WARM GRAINS of natural walnut enrich the 
frank simplicity of Techniplan design—true 
distinction resulting from consummate good 
taste and superb craftsmanship. 

GET THE FACTS—use the convenient check list 
TECHNIPLAN and 4000 other ways to better 
business originate with Globe-Wernicke; are 
sold and serviced by dependable G/W 
dealers, listed in classified ‘phone books 
under “Office Equipment.” 


promptly furnished : 
[_] TECHNIPLAN Facts 
(_] Modern Filing Methods 
(J Visible Record Facts 
[_] Special BIG Papers System 


8-0OM 
Check above, attach 
to your letterhead— 
and MAIL—TODAY! 


LO _ fF 
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Cincinnati 12, Ohio 


Engineering Specialists in 
Office Equipment, Systems, 
ond Visible Records 
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SMART BUSINESSES 
LOOK SMART 


There are several ways a sound and 
capable business can misrepresent 
itself. It can send out careless, poorly 
groomed salesmen; it can use 
shabby-looking stationery and 
forms; it can operate with run- 
down, inefficient office equipment. 


The modern idea, even where 
customers do not often come 
into the office, is that up-to- 
date, efficient office equipment 
generates personal pride and 
efficiency among workers—and 
executives. And where the busi- 
ness office serves customers, 
smart, modern appearance is 
a must. 


The widespread adoption of modern, 
functional office equipment— 
of which Globe-Wernicke Techni- 
plan is the original and outstanding 
example—is NOT management van- 
ity or caprice; rather it manifests a 
practical self-respect, and desire for 
efficiency, that is hard-headed and 
dollar-wise. 


Techniplan, like some other 
evolutionary (if not revolu- 
tionary) developments, effects 
a significant advance in func- 
tional efficiency that is com- 
bined with vastly improved 
appearance. There is a classic 
simplicity in the smooth, 
modern design. 


Techniplan is a beautiful, com- 
petent and thrifty bride—who saves 
your money, improves your well 
being, merits the admiration of 
your friends, and keeps you proud 
and happy. 


Cordially 
yours, 
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TOP OFFICE EXECUTIVES © 


regularly read ( )ffice 
Management 


AND EQUIPMENT 


~~ agbetus 


HE measurement of any magazine is the depth and intensity of its readership . . . 
the belief, respect and affection its readers have for it. And that depends upon the 
variety and authority of its editorial pages and their application to the particular needs 
of the readers for whom the magazine is edited. 


These are a Few of the Many Editorial Features of Recent Issues 
Directed to the Problems That Confront Office Executives. 


Singing Those Dictation Blues 


wv How Microfilm Speeds Freight Accounting ad 
How to Plan and Conduct a Methods Survey al “Office of the Year” Award 
by Victor H. Roman lal Cylinder Faults Highlighted 
w A General Motors First — Reducing Parts - Tools of the Office Studies 
— with Electrie w Setting Standards on Office Work 
How the Internal Auditor Can Help by Paul B. Mulligan 
Spot Waste wv Office Music for “We, the People” 
= by Robert S. Hall by Grace Buckley 
Analyzing the Boss ° ‘ 
by Cylvia A. Sorkin vw Mail pene ed — 
| oad Training for Reading As an Aid to Orienting Employees to New x 
to Office Efficiency al New Idea for Office Floor Space Economy 
od Systems Management Comes of Age ad Remodeling Program for Union Central 
by A. L. Mettler Mw Office Efficiency Can Be Taught 
al Conveyors Speed Paper Work at by Robert A. Steffes 
Smith, Kline & French w Office Training Plan at Mutual Life 
w ae Pt Soa Productivity 7 Handling the “Coffee Hour” 
yt. Ppp Pa - 
w Training for Productivity 
CG “ ” ’ 
> By eee by James W. Quigg 
by Kimball Darby w Functional Furniture 


OFFICE MANAGEMENT AND EQUIPMENT is edited for furniture, machines and equipment .. . to systems, personnel and 
top office management executives. It deals, editorially, with the purchasing. Brief, terse to the point. Always authoritative. 


problems that confront them daily. It is tailored to the needs of the manuacturer who, as a part 
- of his selling program, wants to reach this almost 99 99/10 
Z . This magazine is tailored to the needs of the busy office executive. percent concentrated audience of prospects for his products. It is 
= : Its editorial pages are devoted to vee and case histories _ tailored to his needs because he can use it consistently with domi: 
te concerning eflicient office operation ... relative to modernization, nant space at only a fraction of the cost of more general media. 
a : In discussing your advertising plans with your agency, ask them 
ey about OFFICE MANAGEMENT AND EQUIPMENT. If, for any 
Nhiaind © reason they are not familiar with this magazine and its audience, 
ee ne ask us to send someone from our office to give them the complete 
story. 
- nel and geome’ 
ce ode Methods, Dien. a vom YORK 10, X. ¥. 
. 212 FIFTH AVENUE = 
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LONGER LIFE FOR FILE FOLDERS! 


~~ tk Me 


with Dennison Reinforced File Folder Tab Labels 
| ee | 


Save money! Get more use from 
your file folders. Dennison Rein- 
forced File Folder Tab Labels do 
! these three important jobs: 


NT 1. Reinforce new folder tabs as you 
label them. 


2. Make worn folder tabs as good 
as new. 


3. Give any tab long-lasting triple- Sturdy gummed backing strip gives folder tabs triple-ply strength for extra wear 
strength for extra wear and tear. For neater, stronger file folders that last longer, 
order Dennison Reinforced File Folder Tab Labels 
EASY TO USE! from your stationer today. 
Fit all 1 cut folders... Available in 8 colors For free somples, write Dennison, Dept. OM, Framingham, Mass. 
for subject classification... Ready to use in 


e 
easy-to-type, perforated strips... No ridges Deunisow A 2 
to catch on papers. Frami ng ha m, Mass. 


» ee 


my 
Capillary-Action Moistener 
Handipen Desk Set 

el and 

A part 

99/100 me 

It is , OS pasar atte oh. ee aaa DePENdable 
domi- ee ae , Desk Fountain Pen Set 


media. New DePENdable desk fountain pen sets and 
beautiful Handi-Pen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk. Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more too 
make up the Sengbusch line, 

Sound design and attractive styling make them 
easy to sell, We also supply sales aids free of charge 
— circulars, blotters, display cards, etc. Turnover 
is fast and highly profitable, 

Now is the time to stock the entire line of 
Sengbusch efficient, time-and money-saving office 
aids, Mail your order today and get set to make Meieded 
yourself some money. (Steel and Steeles) 


Ideal a 
Moistener 


Capillary-Action 
Handipen Desk Set 


Cata-RacK 


| ‘Phonglasct SELF-CLOSING INKSTAND CO., ic: saoswut sis, niveie 3, Wi 
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Make a ce 


Story 
SHORT! 


Ose... 


Suappesy 


One-Time 
—_ 
a 


Carbon-Interleaved 
eee 


+, \BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. — 
ECONOMY 


in office and factory record-keeping activity. 


€ 
TAILOR-MADE .. . to meet 


ag your special requirements. 


4 Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 


Exclusive, but Not Expensive! 


a Expert Staff . . . Complete Facilities . . . 


Prompt Service . . . . Reasonable Prices! 
Make your next office form a  Snapsasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


y Arthur J. Gavrin Press, Inc. 


: a DEPT. M, GAVRIN PRESS BLDG. 
~ New Rochelle + New York. 


(From page 80) 
Philadelphia. The speaker was Dr. Benjamin F, 
Lounsbury, medical director of the Commonwealth 
Edison Co., Chicago. 

“The health and well-being of employees is as much 
a responsibility of management as are other phases of 
a personnel program,” said Dr. Lounsbury. He added 
that the supervisor can help to eliminate health haz. 
ards, such as drafts and poor lighting, and can give 
counsel on poor health habits, such as drinking, and 
can encourage employees to get regular medical and 
dental attention. 

Concluding speaker on the seminar was Harry L. 
Wylie, assistant secretary-treasurer of the Pure Oil Co, 
Chicago, and professor of Industrial Management 
at Northwestern University. Under the heading of 
“Management, Manpower and Methods,” Prof. Wylie 
said that “there are five basic contributions to indi- 
vidual efficiency: (1) employee ability, (2) flow of 
work and efficiency of routine, (3) good working con- 
ditions,, (4) trained supervision and (5) adequacy 
and suitability of office appliances and equipment.” 


Methods Planning 
(From page 40) 


should do it. In the smaller offices, written procedures 
are even more important because, very often, a single 
clerk is performing a function with which the rest of 
the force is not familiar. The analyst should provide 
a written, detailed procedure for each system or 
method recommended and approved. It should be 
written in clear, simple form and follow the work step 
by step. The use of illustrations, sample filled-in forms 
or reports is hepful to those using the written pro 
cedure. 

Installation and Review. The analyst making the 
survey is best qualified to supervise the installation of 
any system changes recommended and approved. His 
ideas acquired during the survey, and his familiarity 
with the new method make him the obvious person to 
do this job. The merits of any system are materially 
influenced by the installation and length of time nec 
essary to acquire a smooth-running operation; there- 
fore, the methods analyst should stay with the job 
until it reaches the point where it has been proven 
to Management. 

This recommendation should be strongly empha 
sized, as the difference between failure and success will 
often hinge on the decision. 

Office Machine Equipment. Mechanization of mam- 
ual methods or procedures is a most important” phase 
of the survey analyst’s responsibilities and one having 
numerous possible pitfalls. The major consideration 
is selection of the proper equipment for the job. Do 
not let this selection be influenced by an equipment 
salesman. Consider all makes designed for the type 
cf function under survey. See the equipment in ac 
tual use by other companies and obtain their view 
point. Weigh all pros and cons from the basis of end 
cost and payout. 

When your selection has been finalized, lay out the 
procedure and installation plans. Have them reviewed 
by the salesmen. Determine what degree of operatot 
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STAONWAL 


marking crayons 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1 —For general checking 

No. 1—CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No. 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295—For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd'St., New York 17,N.Y. 


ometh 


THE BOSS 
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MAN CLERK 


A 
Complete 
Posture Office — 

At Nominal 


ASSISTANT'S 
GAL FRIDAY 


HIS ASSISTANT 


483754 


Now ALL the office can be comfort- 
able... and surely new chairs are 
deserved once in 16 years (govern- 
ment allowed depreciation). 
TAYLOR POSTURE—PURPOSE-WISE 
COMFORT-WISE . . 


Write for Catalog 
TheTaylor Chair Company 


.Ohio 


. PRICE-WISE 


FINE CHAIRS 
SINCE 1816 
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training is necessary and what part of the installatig, 
and training program the equipment company wil 
assume. Put all these data in writing and give a 

to the equipment company representative so there wil] 
be no misunderstanding when the installation is unde 
way and time is the essence. Consider operation of, 
dual system during the first month if the change-oye 
is very involved and the volume is‘heavy. In 
event, make a complete “dummy” run to test your 
procedure. 

Phe importance of training cannot be emphasized 
too strongly. Every person having a part in the ney 
system must know his part and be qualified to cary 
his assignment. This is particularly true of any per. 
sonnel who will operate the new equipment. 

No particular mention has been made of tabulating 
machine accounting systems during this discussion, 
In my opinion they present.a most difficult problem 
inasmuch as (1) a changeover is quite involved, and 
(2) the employees are not familiar with the equip 
ment. Therefore, a few remarks on this subject seem 
appropriate. 

The predominating question when dealing witha 
volume job is: 
to economic advantage?’ ‘The answer can only bh 
obtained by applying certain tests to the job require 
ments. Basically, two fundamentals must be consid 
ered: 


(1) The number of times a punched tab card 
can be used after it is prepared. A complet- 
ed tabulating card carries a cost in relation 
to the amount of information it contains. 
Each card is key-punched, verified, and bal- 
anced to a predetermined control. It is then 
used in lieu of the document from which it 
is punched for processing through the tabu- 
lating equipment to prepare reports, statis- 
tics, etc. This cost, and the rental of ma- 
chines necessary to process the card must be 
absorbed by its repetitive use to replace 
manual operations. 


(2) Volume—The machine accounting job must 
be sufficiently large to absorb machine rental 
costs. This rental is on a monthly basis, and 
the liability exists if the equipment is used 
5 days or 20 days during the month. There- 
fore, if the job is of small volume, machine 
rental becomes prohibitive. 


To determine if the job has these require- 
ments, the following points shonld be developed: 
(A) That the best manual system is used for 
comparison purposes—cost. 

(B) What additional information not now avail- 
able is required—estimated cost. 

(C) Total estimated cost of manually obtaining 
the data in the most efficient manner. 

(D) Estimated cost of key punch and machine 
operator labor. 

(E) Machine rental, excise tax, card costs, etc. 

(F) Total estimated cost of performing the job 
with tabulating equipment. 

(G) Analysis and comparison of the costs. 


(To page 88) 
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SEL-TAB File Guides 


Give files that “billboard visibility” 
from any eye-level! The 45- 
degree angle mounting of the 
patented SEL-TAB makes easier 
reading, even in bottom 
drawers! Clear Tenite* plastic 
shows entire insert — permits 
printing one-third larger 
than average index. 


SEL-TAB U. S. Pat. No. 2,526,950 © 


Exclusive Patented One-Piece Con- 
struction of TENITE* Plastic. 


WRITE TODAY for full details on the complete 
SELCO Line of Filing Systems and Supplies — 
Catalog FREE! .- 


*Tennessee Eastman Corp. trade name 


CCH coRPORATION 


INTON ST., CHICAGO 7, ILL! 


BE SMART MAKE (7 SHARPS 


ONGHORN 


CARBON and RIBBONS 


Whether it’s the V-P’s important correspondence or an 
intra-ofice memo—make it sharp with Longhorn carbon 
and ribbons! Top-quality in every way, Longhorn Plasti- 
‘Carbon makes sharp, clean copies over and over—won't 
slip—won't curl, in any weather—won't smudge or “tree.” 
Handles easily, corner-cut for easy removal. Choose the 
backing that pleases you—Longhorn Plasti-Carbon or Wax- 
Back Carbon—for top performance. Available in the right 
weight and finish for every job. 


And for perfect companion quality—vuse 
a Longhorn ribbon. . . you'll call it the 
“perfect ribbon." Non-filling, sheer yet 
tough. Types clean and sharp—brings 
praises from the most meticulous person! 


Send today for 
your copy of 


WHAT'S 
YOUR BRAND? 


Longhorn's 
fascinating little 
booklet about — : 4 x2 } 

famous % Ss ree 
Southwestern ede a eae 
cattle brands. 
Hondsomely  Foehories 
illustrated — 
free for the 
asking! 
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One of the 
Most Useful 
Items In 
Your Stock 
— and 
Therefore 
One of the 


MOST ECONOMICAL 


ACCOPRESS 
BINDERS 


Some firms use thousands of Accopress Binders 
every year—because there is no department || 
where they are not useful. For temporary or 
permanent binding, for current files or long | 
storage, for a few letters or 2,000 invoices, | 
Accopress Binders keep all kinds of papers safe 


| 
i 
4 


at minimum cost. Feature them all year round. 


See your Acco catalog for styles. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


f 


EXECUTEVE furni- 
ture is made for those 
who appreciate the 
ultimate in fine qual- 
ity, efficiency, and 
beauty in office fur- 
nishings. Write us for 


name of your nearest 
dealer. 


UTY 
sh suRPAssED 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 
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To arrive at these findings it is necessary to develog 


the “step-by-step” manner in which the job being cop - 
sidered would be performed with tabulating equip 
ment. Such development will provide the labor, ma GRA 
chine rental, tab card, and associated costs. If the jot GRi 
has occasional report or statistical requirements, allow] pyen- 
ance must be made for their estimated cost under both fir 
plans when analyzing the difference between the two 
systems. LET 
While any one function may not justify an installaf & Ut 
tion of machine equipment, possibly two or more§ SI 


smaller operations will provide the necessary volume, 
In this regard, it should be definately ascertained that 
they can be pertormed more economically with tabu. 
lating equipment. 


COMMENTS FOR ‘THOUGHT 


The following comments should be weighed when 
tabulating machine equipment is one of the possibil- 
ities under consideration: 

Systems Service. If the analyst is not sufficiently fa. 
miliar with machine accounting principles to make 
the above tests, he can obtain the services of a quali- 
fied Machine Accounting System Specialist from the 
Tabulating Machine Agency without cost. 

Codes. Numeric codes are used to identify items of 
groups of items when punching and processing tab 
cards through the various machines. Proper design 
of codes is a most important part of a tab installation, 
It directly affects the machine labor, as the number 
cf digits in a code has a direct bearing on key punch- 
ing, verifying, and sorting time. Every installation re- 
quiries separate consideration from a coding point of 
view; therefore, a library book on codes should be used 
as reference when designing codes for this type work. 

Generally, the practice of having the key punch op- 
erator code while punching is satisfactory and the most 
economical method, unless an analysis is necessary in 
determining the code. The verifying operator checks 
the code when verifying the punched card. This meth- 
od, compared with precoding, is faster and provides a 
generally acceptable degree of accuracy. 

Service Bureau. You may have a problem ideally 
adapted to application of the tab equipment, but the 
volume is too small to justify rental of necessary equip- 
ment to perform the work in your office. The tabulat- 
ing machine companies operate Service Bureaus in the 
metropolitan areas to handle jobs of this nature. The | 
cost per machine and labor hour is quite high; how- 
ever, in many instances it provides a saving when com- 
pared with manual methods. 

Change-over. Changing from a manual or other 
type method to a tabulating system is more difficult 
than any other type of system work, mainly becaus¢ 
the personnel is not familiar with punched card ac 
counting principles. Whenever possible, the over- 
all job should be divided into several parts, and the 
change-over made one part at a time. Each part 
should be operating satisfactorily before the next one 
is handled. For example: A Marketing Accounting 
tabulating installation would be divided into six parts: 
sales accounting, customer analysis, stock accounting, 
cost distribution, retail sales accounting, and, possibly, 
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VANGUARD 
Steel STORAGE FILES 


serve as ACTIVE files with posi- 
tive, simple stacking provisions, 


plus 


IMMEDIATE 
DELIVERY 


A Sturdy Recessed 
Base with Toe 
Clearance at Front 


@ Brass finish cardholder and handle. 


@ Four rollers for ease of operation. 
@ Index guide rod with brass knob. 


@ Self-locking follower available. 
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These racks built 
in 36 garment 
units _.. buy as 


$1 aP Lt pee g 


Pe CLIPPER 


THE TOP QUALITY LINE 


The complete ACE line gives a better, more reliable Stapler no 
matter what price you want to pay. Ask your dealer about 
stronger ACE Staples and the efficient ACE Staple Remover, 
too! ACE Stapling Equipment has been known as the ‘*World's 
Finest’’ for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for bags, bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


gt lhe 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 


many as needed! 


WARDROBE UNIT 
shipped assembled — electric welded joints 


Serv-Mor has everything . . . it's neat, 
attractive, strong, spacious, compact! 
Handles more garments in less space 
for offices, schools, instituti churc 
es, motels, hotels, club-houses, restauv- 
rants, halls. Sold in dard ‘cust 
sized units, floor models and wall 
models. Wall units can be mounted 
height from floor for best serving 
school children or grown-ups. Write for 
complete information. 


NUNN 


APPLIANCE PRODUCTS CO. 


1034 JEN'FER STREET *© MADISON 4, WISCONSIN 
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Quality brands in 
pencil erasers 


Each of these famous erasers serves a special 
purpose. Have them both handy for just the 
right touch you require — to assure clean and 
thorough erasing. 


. ». and in rubber erasers — it’s Goodyear! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 
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SINCE 1874 


RIGINAL DHNER 

| SPREAD Wrens mmm ES 

HANDY CALCULATORS 
‘''THE MACHINE TO COUNT ON" 


The following example shows simplicity and speed of oper- 
ation. ONLY ONE SETTING NECESSARY.. Simply set 
levers at “68” and calculate the answer in 25 seconds without 
setting any other figures. 


68 units @ $1.75 ea........ $119.00 
15% discount ......... coe Sree 
$101.15 

Less 22% for cash........ 2.53 
$98.62 


Compare the advantages of this sturdy, low-cost portable and 
efficient calculator with any machines in the field. Why pay 


more? 
WRITE FOR BULLETIN SO-43 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 


Get this Revealing Brochure 


It’s easy to pour profits down the drain if 
record-keeping costs are higher than they 
should be! If your firm uses Invoices, Pur- 
chase and Shipping Orders, Voucher Checks, 
Credit Memoranda, Teletype or Tabulating 
Forms, Sales and Manufacturing Orders. . . 


SEND FOR A FREE COPY of the folder that tells 
( how to cut forms-handling costs 33% or more! 


Dept. O.M. 500 Bittner St., St. Louis 15, Mo. 
90 OFFICE MANAGEMENT 


payroll. Each one of thee functions is a change-oyg 
involving an entirely new approach to the basic pro} 
lem and will require much follow-up before it begin 
to resemble a smooth operation. The advisability ¢ 
breaking down the over-all job when making the ip 
stallation cannot be too strongly emphasized. 


Selecting and Training Personnel. ‘The personng 
selected as key punch operators, tabulating operato 
and the clerical force who will handle the work going 
to and coming-from the machine accounting sectig 
should be thoroughly trained in the new system befon 
making the installation. 

When the change-over is made, the work load wil 
continue as under the manual system, and thorough 
trained personnel are required to keep abreast of th 
volume. 

The methods analyst should direct the procedurd 
make test checks, and plan the work program. Hf 
should not engage in assuming part of the work load 
but make it clear to those concerned that they are 
quired to carry on the details of the operation. 

In selecting key punch operators, it is often desirablg 
—for policy reasons—to use girls engaged in compte 
meter or other work which is being discontinued 
Usually, an employee who has been trained to operat 
a comptometer, typewriter, or calculator can adapi 
herself more readily to the key punch operation. Also 
she is familiar with the overall nature of the work 
products, stations, distribution, etc. Approximately 
weeks’ time is required to learn the operation, aftd 
which practice is necessary to attain reasonable speed 
When: possible, experienced key punch operate 
should be engaged, for it is much faster to teach ex 
perienced operators the company side of the wor 
than it is to train present employees as key punch op 
erators. With a new installation, it is advisable 
have one experienced operator for each 2 or 3 trained 
as outlined above. The experienced operator should 
be assigned to the verifying operation as a safety mea 
ure. Production standards, based on what an experi 
euced operator has done during the initial period of! 
operation, should be used temporarily and adjusted 
as the work improves. A record of errors made by each 
operator should be kept and analyzed to detect any 
pattern indicating a fault in the punching procedure 
The errors should be discussed with each operator in 
a helpful manner to avert forming of habits that are 
conducive to mistakes. 


Selection of tabulating machine operators is mos 
important. Here again a choice must be made betwee 
a man experienced in the manual system, and an out 
side, experienced tab machine operator. When pos 
sible, the experienced machine operator should be * 
lected and trained on the work to be performed. 

Training of tabulating operators varies with the 
individual. At least six weeks are required to train an 
operator in the simple mechanics of card handling and 
minor machine operations. After that period some 
men fail to qualify for any advanced training. A lik 
ing for mechanics and electronics should be had by4 
tab operator if he is to wire boards and initiate mé 
chine settings to perform various phases of the work. 
Therefore, an experienced machine man with some a 
counting background is the ideal selection for the pos} 
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Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


y Preferred in 
modern offices 
everywhere 


ONE JUNIUS STREET BROOKLYN 12. N Y 


v.8.0.72077... ie 


ON YOUR OFFICE TEAM 


ERASERSTINS Jorg 


For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members... .EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


LW) FABER-CASTELL 


PENCIL COMPANY INC NEWARK N 


v.s.a. 7077 8 


~ AWFaBER GRASER STK FOR PENCIL 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Guide Ofer 


*T. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 
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LOOKING, 
OSCAR awe You 


CAN'T SEF M 
PAYCHECK . 


ROUGH THIS 
“OUTLOOK” 
ENVELOPE! 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time required for addressing, also chances of 
making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


ARITE Tova? { 


V 


Write for samples and prices. 


pes. Est. 1902 | 
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lt Takes a Heap o’ Brewin’ to 
Make the Best BETTER! 


but B. F. GOODRICH 


has done it... with 
PARAISOPROPOXYDIPHENYLAMINE*! 


Just call it 


. and remember it’s the 
new chemical anti-oxidant 
that -keeps the rubber in 
B. F. GOODRICH PLATENS 
alive LONGER! . . . so they 
retain their famous spring 
and resilience LONGER 
THAN EVER! 

Your local typewriter deal- 
er carries the new, better- 
than-ever 


B.F. Goodrich 


PLATEN 
compounded with paradin 
for more efficient typing! 
*Patent #2274602 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 
325 NORTH WELLS _« _ CHICAGO 10, ILL. 


CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale Or To Buy 


WANTED—ALL MAKES Office Machines, Filing Equipment, Furniture 
Kardex, Acme, Postindex. ill pay more than trade-in allowances, 
Write, Wire, Phone CAnal 6-2054. National Office Equipment Co. 
487 Broadway, N. Y. ’ 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe. Rand yisi- 

ble cabinets, wood and steel. Addressograph Cabinets and Trays; 
Ledger Trays, steel and insulated. Reconditioned first-class. Special 
rices to dealers. We also buy this equipment. Universal Office 
quipment Co., Inc., 7 Waverly Place, New York 3, N. Y. 


BIG SAVINGS: Rebuilt, Addressing, Duplicating, Mailing Machines, 

Varitypers IBM (new type) trade-in prices substantially beat on your 

idle equipment. OR 7-8765. The Adams Co., 250 3rd Ave., New 

York 10, N. Y E 

WILL SELL CHEAP: List of 5M commerical stationers and office 

appliance dealers. Also list of app. 6 M typewriter and a =e 
t., Wood- 


=. a not duplicated. The Kraus Co., 48-02 43rd 
side, . 


WANTED; ALL TYPES Office Machines, Office Furniture and Equip. 
ment. Highest Prices Paid. Evergreen 8-1496, Eskay e Equip- 
ment Co., 718 Flushing Ave., Brooklyn, N. Y. 


FOR SALE: Leather sofas, chairs at factory prices. Leather furniture 
repairs our specialty. Murray Hill Upholsterers, 862 Sixth Ave., New 
York City. LExington 2-4030. 


Positions Wanted 


BUSINESS MANAGER: If you want an efficient manager of unusual 
ability to supervise general office work, personnel (including technical) 
purchasing, industrial relations, sales, promotion, contacts with clients, 
or advertising, I may be the person you want. At present, assistant tc 
the president. Salary $5,200. New Jersey prefered. O.M. 124. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT 
& EQUIPMENT 


The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 


\ 
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(From page 90) 

tion. And, even though a trained operator, he still 
should be thoroughly schooled in the work to be per- 
formed, and actually run control reports from a sam- 
ple set of cards prior to taking over the work load. An 
experienced operator will be very useful in wiring the 
boards to be used in the application, and by doing this 
work he will become familiar with the work plan. 


Prior to changing over to the new system, the analyst 
should be sure the key punch and tab operators have 
attained sufficient speed and knowledge of the new 
work to carry the load. 

Dual System. Running the old and the new systems 
concurrently for a month or longer offers a safety fac- 
tor against failure to process the work. However, it 
also presents a manpower problem, because of the ne- 
cessity for providing sufficient manpower to run the 
two systems simultaneously. A temporary, dual opera- 
tion is mot necessary if adequate preparations are 
made, and a thorough training program has been 
followed. 

Detailed Procedure. Every tab operation should be 
cevered by a detailed manual outlining the machine 
procedure step by step (see Exhibit 3). Sample re- 
ports and plug board diagrams are essential parts of 
this procedure. This manual will insure uniform re- 
ports, speed up the operation, and safeguard the in- 
stallation when a change of operators is made. 


Employee Addresses 
(From page 33) 


ployment, this same form is initiated by the Personnel 
Department. The white copy (original) passes to the 
Medical and News Letter Departments so that their 
records can be revised, after which the form goes to 
Personnel for permanent filing. The telephone room 
gets the pink copy, and Payroll Division gets the 
buff copy. 

General Foods uses its Payroll Change Voucher in 
tases involving salary adjustments or division to di- 
vision transfer even though no salary adjustment is 
involved. 

General Foods Personnel Department makes use of 
the firm’s tabulating section to run punch card rec- 
ords of its personnel roster, giving revised copies of 
the list to the building management at 250 Park Ave., 
and 383-385, Madison Ave. 


NOMA Conference 


(From page 37) 

on Sunday, May 18. Two events on this day will be 
the Chapter Presidents’ Dinner, and the School for 
Yecretaries initiated in 1950 to standardize procedures 
tmployed by chapter secretaries. Throughout the days 
ad nights of the meeting an entertainment program 
tas been planned for the conferees. 

The Fairmont Hotel, conference headquarters, 
backed up by the Mark Hopkins, the Huntington, the 
§. Francis and the Sir Francis Drake will take care 
of Nomaites’ hotel space requirements. NOMA ad- 
‘ses its members to anticipate sharing rooms wherever 
possible because of the shortage of single rooms. 


\pril, 1952 


THE DIXON FASTENER 


HAS A HOLE THROUGH ITS CENTER 


WS WITHOUT REMOVING FASTENER, SECTIONS 


IN) OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon. Fasteners give sheets 
metal protection at the ‘binder hole to‘ 
stop tearing a wear. The thin 
curved design: “holds se of 
sheets intact in or out the binder. 
Packaged 24 to —-. 20 envel- 
opes to carton. Also [00 to box and 


10 boxes to the carton. 
Send for Free Sample 
Manufacturing Division 


DIXON RESEARCH, INC. | 


ROCKFORD, ILLINOIS 


REDUCE TYPING COSTS 
MASTER 


SPEED KEYS 


Faster-Easier-Better Typing 


Up to 20% more work can be pro- 
duced through the installation of 
Speed Keys on office machines. 
Typists and stenographers like them 
for these spring keys cushion the 
fingers, accelerate typebars, and lighten machine action. Speed 
Key users type faster with less fatigue and fewer mistakes, Im- 
prove office efficiency and morale; purchase Speed Keys for all 
machines in the office. 

See your typewriter or office supply dealer or send direct for a 
FREE ONE WEEK TRIAL. 


SPEED KEY CORPORATION *srcusivn's3. 1. ¥.” 


Are Your Guide Tabs 
BROKEN? cat tnem of ana 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement, 
Large openings covered by transpare’ 
pyroxylin, white, blue, green, yellow, 

on table I bels in perforated strips for typing 
nsertable labels in perfora strips for . 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers; U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’trial. Price list free. 

Samples (5 or less). 2. cents, each. 
102.325 used by Sears, Roebuck & Co. 


CHAS. S. SMITH, Manufacturer, Box 819, EXETER, NEBR. 


SALESMEN 
@ 1952 1890 


Different? —Yes—but 

exactly alike in their 

dependence upon 
BEACH'S 


\ 

Ny 

? "COMMON SENSE” 
4) EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


rs 
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Hoot, mon, here’s a gr-r-and one! The erasers 
that correct mistakes written in any language—clean 
and quick as the breeze blows the mist from the 
moors! A Scotsman—and any man—will tell you 
the same. That’s why everybody wants these world- 
famous erasers. That’s why your office folks will 
welcome them. Your stationer has Weldon Roberts 
Erasers in many styles suited to your specific erasing 
requirements. 


No. 85 TITIAN. Large, velvety, 
soft pink pencil rubber with 
convenient double-bevel biased 
ends. An immensely popular 
style. 


No. 900 SUEDE. Makes quick 
erasures on any kind of paper. 
Its softer gray texture and 
slightly octagonal shape con- 
tribute to its wide popularity. 
(No. 9000 Suede Whisk is the 
same eraser with a whisk-brush 


attached.) 
WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 
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New executive chairs by E> 


ok, i, metal furniture since "97 
es More beautiful than ever in hand-finished Royal Satin Chrome or 
a, Plastelle Enamel...More dutiful than ever in sturdy square tubing 
aaa 

- We believe our new Executive series sets a | oven-baked enamel gives a rich, enduring fin 
aency standard for quality never before achieved in ish in a wide choice of decorator colors. And, 
ehead Co. office furniture styling. Royal Satin Chrome, a as with all Royal chairs, these are made to 

new triumph of the polisher’s art, accents the combine proper posture with wonderful com- 

nail 18 trim strength of the square tube design with fort. Side and arm chairs to match every execu- 


the subtle tone of sleek, heavy satin. Plastelle 


tive chair design. Write today for free catalog! 


ROYAL METAL MANUFACTURING COMPANY 
175 N. MICHIGAN AVE., DEPT. 64, CHICAGO 1 


a oo 
——— 
———— NG CO. 
cTuR!i 
Royal—your only single source f ROYAL METAL age a one ‘ | 
for every need in business | 175 N. Michigan Ave., Dept. 
and professional furniture e a free COPY 


dm , 
= oo a office furniture catalog 
of you 
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UNDERWOOD 


0 aS 


25 gu 


Underwood Corporation 


Adding Machines...Accounting Machines... 
Typewriters...Carbon Paper... 

Ribbons 

One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 


© 1952 


When is a machine more than a machine? 


double... 
th 2 n0chines im one 


& si 


When it’s an Underwood Sundstrand Automatic Printing 
Calculator ... which does the work of two different machines. 


It’s a General-purpose . .. Multi-purpose machine which 
. divides 

. .. makes a two-color printed record of every operation. 
... the automatic Credit Balance feature. 


...adds... subtracts ... multiplies .. 


The Underwood Sundstrand Automatic Printing Calculator 
is the right answer for both large and small businesses. 

It enables an operator to change from payrolls to inventories... 
from computing interest to figuring statistical calculations... 
without changing machines. 

And it performs ALL of its various operations with only a 10-key 
keyboard. The famous touch-operated Underwood Sundstrand 
10-key keyboard that speeds work .. . reduces fatigue . . . cuts errors 


Get full particulars about this time, money, and effort saving 
2-in-1 machine. 


ee ee eee eee ee 6 © © Send inthe coupontoday>+>++sseeeeeee® 
UNDERWOOD CORPORATION, One Park Avenue, New York 16, N. Y. 


Please send me your folder on the new Underwood Sundstrand 
Automatic Printing Calculator. 
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